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THE ART OF LETTSR-WRITING 


IMPORTANCE 


The importance to any one of being able to write a good 
letter can scarcely be over-estimated. Letters enter 
into nearly all the relations of life—social, business, and 
intimate—and the ability to write just the right letter 
that circumstances require is a very great asset to any one. 
It is no exaggeration to say that many a successful business 
man or woman has laid the foundations of his or het 
fortune by a well-written letter. Many a happy man has 
won the woman he loves by a sensibly written proposal. 
Many a father or mother has guided and controlled a son 
and daughter, fighting the world at a distance perhaps, 
by letters that could influence them without irritating 
and annoying. Many a friend has helped and comforted 
one in trouble, soothed an invalid’s pain, brought comfort 
to the bereaved, by being able to put into a letter some 
of the sympathy he or she feels, Indeed there is no limit 
to the importance of ictters. In the smal] and the big 
things of life they play their part. Letters have launched 
nations into war and caused the death of millions. They 
are more potent than the spoken word, for they endure 
longer. At the same time they have become an almost 
indispensable part of the daily life. We must all write 
letters, We should all try to write good letters. 

Points that should gre observed in writing all letters 
are ; 


1. Lucidity—be sure that your letters fulfil the purpose 
for which you are writing, 
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2. Appropriateness—do not be formal when it is not 
necessary, nor facetious when it will not be appreciated, 
nor familiar when respect should be shown, nor verbose 
when brevity is better. 


3. Do not attempt an elaborate literary style. Short 
sentences, clear and correct, are much Setter than flowing 
periods. 

4. Show respect, for your correspondents by using 
suitable stationery, and always write in ink—not pencil 


§. Write legibly. It is an insult to expect your corres- 
pondent to spend time in deciphering a letter you have 
not taken the trouble to write propertly. Especially 
make the signature clear, and, if the information is of 
importance to your correspondent, intimate by it your 
sex and position—in the case of a lady, whether married 
or single. 


6. Be careful to get such details as the address right, 
and use the correct beginning and conclusion. Make sure 
that Fd letter bears your own address correctly and is 
date 


QUESTIONS OF TASTE 


Your letters will indicate your taste just as much, or 
more, as your conversation or table manners. If a letter 
is sincerely written it wil] usually escape vulgarity, but 
there are many small matters which are important. 

Do not write in the third person— Mr. Jones would 
be glad &c.’’"—except in the most formal notes. 

Do not write on a postcard anything of an intimate 
nature. For instance, it eee be in bad taste to acknow- 
ledge a giit a postcard. 

Do poe ates a lady you do not know as “ Dear 
Mrs. ———" or an acquaintance as “ Dear Tom,” when 
this will be resented as familiarit¥, It should be ‘ Dear 
Madam ” and “ Dear Sir,” 

Do not send typewritten or dictated letters when the 
carcumstahces require a personal note. Letters of con- 
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gtatulation, condolence, thanks for gifts or favours, &c., 
should not be typed. 

Do not use slang or colloquialisms unless writing to an 
intimate friend. 

Do not use contractions like ''Compts.” “‘ Xmas.” 

Do not indulge in facetiousness cr cheap witticisms 
unless you know they will be appreciated—or tolerated. 
They are apt to appear feeble and silly to any one not in 
the mood for them. 


GRAMMAR: COMMON ERRORS 


It is not desirable that letters should be written in 
pedantic English that sounds stilted and over-precise, 
but the grammar should be correct. It is not possible to 
deal with the subject here, but a list of errors frequently 
made even by well-cducated people is given ; 


Who and whom are often misused. The first is the 
nomjnative case, or subject of the verb; the second 
the objective case, or object of the verb. Compare— 
“The man who knew’ and “The man whom he 
knew." 

Its and it’s. These are two distinct words. Its is the 

ssive pronoun, corresponding to his and her. 
us— The dog lost its collar.’’ It’s stands for 


“it is “—" It’s time to go.” 
Her's or their's should be hers or theirs—" A friend 
of hers.” 


“It is me" should read “It is I.’" The verb “ to be” 
takes the nominative after as well as before it. 

* Between you and I." “ Me” should be used instead 
of “I” as all prepositions govern the objective 


case, 

Plura] instead of cate verbs are often wrongly used - 
in such cases as ‘‘ Neither Tom nor Bill were present.’*~ 
“Was " should used instead of “ were. ’ a 
memory of these Pleasant days were sweet.” “ 
sweet *’ is correct. a 

Pronouns are often wrongly used in the same way— 
“Any one could go if they wished.” “ Any,’one ” 
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is singular, and the sentence should read, “Any one 
could go if he or she wished.” 

Adjectives are often wrongly used as adverbs——‘' He 
walked slow" instead of ‘‘slowly."’ It is incorrect to 
say, “the largest of two." It should be “the larger 
of two,” but “the largest of three (or more}.”” 

The wrong prepositions are frequently used, The 
following are some of the most common cases: 


different to . should be different from 
AVErse to » 60ogg,~Ss SE from 
opposite the door ,, ., opposite to the door 
caught uptohim ,, ,, caught him up 
oblivious to » 3, Ob vious of 
Immune to y)0CUy”~S”CUd mune from 


Words are frequently placed in the wrong order—“ The 
two first students were awarded prizes’ instead of 
“The first two.” 

Adjectives which are not applicable are used—" A tall 
head "—~it is the man who is tall, not his head. “A 
clever play "it is the author who is clever, not the 

lay. 

Words like “ literally" and “ absolutely’ are often 
used when they are not necessary—~‘' He literally 
jumped out of his chair.” “He was absolutely 
astounded.” 


PUNCTUATION 


The correct use of punctuation marks is important. 
They play their part in making composition clear and 
orderly, and prevent grammatical errors. Many people 
scatter them through their letters as though they had 
been shaken out of a pepper-box, but that gives a very 
slip-shod appearance to a letter and may obscure the 
meaning. Not many points are required in letter-writing, 
and the following simple rules wili be found adequate: 
(x) Use full-points at the end oftall completed sentences, 
and to show contractions, as, Bart., eg., M.P-. 


It is a good plan to use plenty of full stops, keep- 
ing the sentences short and clear, 
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(z) Use semi-colons between sentences which are in 
some way dependent upon, or connected with, 
each other. Thus—‘E cannot go on Friday; I 
shall be in Brighton.” 


(3) Use a comma to show a break in the composition 
which is npt strong enough to require a semi- 
colon or full-point. Avoid using too many commas 
—a very common fault—but they should be used 
in the following cases: 


(a) between sentences com *cted with a con- 
juncticn—'‘ Jack went to Brighton, and Will 
joined him there on Monday.”’ 


(>} to separate the clauses of a sentence—” Being 
very tired, Nel] went to bed.”" “The enemy, 
surrounded on all sides, surrendered.” 
“Oliver, with a prayer of thankfulness in 
his heart, retumed home.” 


(c) between adjectives and adverbs used con- 
secutively—" The large, shining, silver orb." 
“He walked slowly, sedately, with majestic 
mien. 


(7) between words used in a series—-"'One, two, 
three, four." ‘She was told to buy bacon, 
eges, cheese, and lard.’ 


(e) with forms of address and exclamations-- 
“T am, sir, your obedient servant.” ‘'Oh, 


dear!” “Oh, mother, where are you?” 


These are the points in common use. Other points 
are the quéstion mark (after all direct questions), the 
exclamation note {after exclamations), the dash (to show 
an abrupt break), and the colon {used at the end of a 

ph in such cases as (3) above). 

Avoid the silly habit of sprinkling exclamation notes 
all over a letter and u&derlining words. It is only irri- 
tating—like the over-emphasis of a very gushing talker. 

Care must be taken to use capital letters correctly. 
Use them always for all names, the pronoun I, the 
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name of the Deity, for the first letter of a paragraph, 
after a fuli-point, exclamation note, and interrogation 
mark, and for titles ike "The King,” “The Duke,” “The 
Colonel.” 


FORMS OF ADDRESS: CONCLUSIONS 


It is important to get the formai beginning of a letter 
correct, The Chriftian name, as in * Dear Tom “ or “M 
Dear Tom,"’ should only be used if you are in the habit of 
calling the person addressed by his Christian name when 

ou meet. In the same way ‘ Dear Jones *' should only 

used when writing to a man you would address as 
*“* Jones." Ladies do not use this form at all, perhaps 
because they habitually address their friends by their 
Christian names on a much slighter acquaintance than 
is usual with men. 

“Dear Mr. Robinson," ‘‘ Dear Mrs. Green,” or “ Dear 
Miss Brown " are the correct forms in writing to acquain- 
tances with whom you are not familiar enough to use 
either of the forms already mentioned. This should net 
be used however to any one to whom you are expected 
to pay deference, such as an employer. 

or people who have titles there are special forms of 
winhgae a complete list of which is given at the end of this 


In all other cases the recognized form is “ Dear Sir” 
or “ Dear Madam,” This form should be used in writing 
to all strangers and for all business letters. ‘ Dear 
Miss " is not used. 

When writing to a Doctor or an Army Officer, the 
forms " Dear Doctor *’ and “ Dear Colonel ” are used, but 
these are familiar, and is equivalent to “Dear Jones.” If 
the Doctor or officer is merely an acquaintance or unknown 
to you, the correct form is “ Dear Sir.” 

“Sir” or “Madam” is sometimes used in strictly 
business letters or letters of a mptory or unpleasant 
nature, 

There is a choice of phrases for the conclusion of a 
letter, and more latitude can be allowed in the conclusion 
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than in the form of address, The following are all in 
frequent use : 

t. TI have the honour to remain, Sir, Your most humble 
and obedient servant. 

2, Lam, Sir, yout obedient servant, 
I remain, Yours obediently. 
Yours obediently. 
Yours sincerely, or Sincerely yours. 
Yours faithfully, or Faithfully yours. 


Yours truly, or Truly yours. 
(The word " very’ can be used with any of the 
last three}. 


Yours affectionately, or devotedly. 
Your affectionate daughter, or nephew, etc. 


7 Ae fh 


ad 


io. Your loving sister, etc. 


Of these (1) ts only used in official communications, 
such as letters from or to Government departments and 
Officials, and to persons of rank. [t is a survival from 
other times, ag the humility and obedience of the wniters 
of such letters are often far from being obvious. 

(2) is only used in formal and business letters, and 
those addressed to any one in a position you are expected 
to respect, like an employer. Privates in the Anny 
writing to an officer are expected to use this form. 

(3) and (4) should only be used when writing to anyone 
to whom you owe obedience. 

(5}. (6) and (7). These six forms are equally applicable 
to all letters addressed to friends, acquaintances, and 
business correspondents. “ Yours faithfully is most 
commonly used. ec ale sincerely ” is a little more 
co es ae ee ; as 

: and (zo) aré forms expressing varying degrees 
Pe aS seal of course only used to intimate friends 
and relatives. 
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THE ENVELOPE 


There are one or two points to be observed in addressing 
the envelope. The accepted form is: 


Mrs. T. H. Brown, 
84 Marigold Road, 
Streatham Hill, 
London, S.W.16. 


In addressing a married woman, the initials given 
should be those of the husband’s Christian names. If 
these are not known, only the surname should be used— 
“Mrs. Brown.” ‘Mrs. Alice Brown” is incorrect, but 
in the case of unmarried ladies the Christian name should 
be given—'' Miss Vera Dare ’’—unless the lady is the 
eldest surviving daughter of the family when she should 
be addressed as ‘‘ Miss Dare.” 

A man should be addressed as “ Esquire '"—"T. H. 
Brown, Esq.”—except when you are writing to an inferior 
like a servant, or to a youth. Then the better form is 
‘Mr, T. H. Brown." The initials should always be given. 
The latter form is used too for business letters like those 
written to a tradesman or solicitor in his business capacity. 

When a gentleman has letters after his name these follow 
the word Esquire—“ T. H. Brown, Esq., M.A.” 


LETTER HEADINGS 


When note-paper with a printed heading is used, there 
are now a Variety of styles in which the address can be 
inted, the printers using their discretion in the matter. 
en the address is wiitten in, the custom is to put it in 
the top right-hand comer, thus: 


94 Pope’s Road, 
€ Merton, S.W.1rg. 


For reasons of space, in the letters in this book the 
addresses have been printed in one line. 


PREFACE 


This work has been revised througnout ana very largely 
rewritten to make it conform to modern standards. Taste 
and style in letter-writing change with the passing years, 
and a letter that would have been deemed correct or 
elegant thirty years ago might now strike the recipient as 
ludicrous. The models given have been chosen as Likely 
to meet the needs of ordinary people on those occasions 
when they ate likely to be in doubt as to the form a letter 
should take. It is not intended that they should necessarily 
be used word for word; they are models on which appro- 
priate letters can be based, Care has been taken to make 
them such as ordinary modern people would use. They 
are not stilted or verbase—as letters were thirty years 
ago—but neither are they slangy and chaotic—as some 
ultra-modern letters are. 

It should be pointed out that, under the heading 
“ Business Letters," only correspondence that the writers 
would be called upon to write to bankers, landlords, 
tradesmen, their employers, etc., in a personal capacity 
are dealt with. The correspondence that they would 
conduct in business on behalf of their firm or as the head 
of the firm are dealt with separately in “ The Business 
Letter-Writer.”” 0 

In the main the models given deal with the formal 
Or ceremonial occasions of life, as these are the times 
when guidance is most commonly wanted, but space has 
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been found for letters of a more intimate nature. These 
are all letters which may be expected to present special 
difficulty. 

To the ready writer—to the lover who pens passionate 
epistles every night, or the friend who scribbles sheets of 
intimate confidences to an absent chum—a Jetter-writer 
does not appeal. But to others, whose pens do not flow 
readily, and who have had but little practice in the art 
of writing, these models, it is hoped, will supply just that 
amount of suggestion and stimulus they need. 


CONTENTS 
The Gentiemen’s Letter-Writer 


MODEL LETTERS: 


Social 


{1) INVITATIONS. ACCEPTANCHS. REFUSALS 
Tetler No, 


Invitation to Dinner (Bachelor's) 
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MODEL LETTERS 
SOCIAL 
(t) INVITATIONS. ACCEPTANCES. REFUSALS 


rt. Invitation to Dinner (Bachelor's) 
84 METCALFE STREET, W.2. 
DEAR BROWNE, Jute roth, 
Will you dine with me at eight o'clock to-morrow ? 
There will be four of us, and we can have a few quict rubbers 
of bridge. Come prepared to make a might of it. 
Yours truly, 


2. Accepting 
&8 BowER STREET, W.2. 

DEAR ——, june rth, 
Shall be delighted to dine with you to-morrow, 
but I don’t know about making a night of it. You forget 

I have to work for my living in these days. 
Yours truly, 
A. BROWNE. 


3. Declining 
8 BowER STREET, W.2. 
DEAR : 5 june r8th. 
Sorry, old man, but I have a theatre engagement 
for to-morrow night. Another time I shall be delighted. 
Yours sincerely, 
A. BROWNE. 
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4, Invitation to Family Dinner 


MEpWay VILLAS, S.E.g. 
DEAR CAPTAIN MAURICE, june 8th. 
Will you favour Mrs. Trevor and myself with 
your company at dinner on Monday next at 7.30 o’clock ? 
We expect General Hill and his wife, and think you may 
like to make their acquaintance. 
With our united regards, 
« Believe me, 
Yours truly, 


— 





§. Accepting 
RUSSELL SQUARE, S.E.9. 
DEAR ; March 4th. 
J shall be delighted to accept your kind invitation 
for to-morrow, and will be with you promptly at 7.30. 
With kind regards, 





Yours ever, 
T. B. Maurice. 


6. Invitation to a Tennis Party 


: FLAVANT. 
DEAR Howarp, May 7th. 
We are having a few friend: nere for tennis on 
Thursday next. Will you join us? We shall be delighted 
if you can, Play starts at 3 o'clock, and I can promise 
you some good games. 
Ever yours, 


—-___" 


7, Invitation to a Boating Party, Picnic, or Motoring 
Tour 


“Tue Limes,” BouFiELD Roab, GiTForD, 5.E.6. 
June 5th. 
DEAR Mr. LUMLEY, 
We are spending a day on the river on Tuesday, 
and should be very glad if you could join us. Your friends, 
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the Blakes, are coming, and your special friend, Miss 
Ridley. We shall start from the Boathouse at Staines 
at 10.30. The girls send their love, and say you must come 
—they always feel so much safer with a strong swimmer 
like you in the boat ! 





Yours ever, 
8. Ditto 
DEAR Mr. LUMLEY, ; 
A party of us are spending the day at One Tree 
Hill on Monday. Will you join us? We are catching 
the 10.15 from Waterloo. It’s just a quiet day in the 
country, but do come if you can. We are taking plenty 
of lunch for you. 
9. Ditto 
DEAR Mr. LUMLEY, 
We are making a trip down to the coast on 
Sunday in the car. Will you join us? We've plenty of 
room for you, and will call for you about g o’clock. If you 
are unable to come, will you ‘phone me to-morrow? 
Gerrard, 4821. 


10. Accepting 
HAVANT. 

May 18th, 

DEAR , ; 

I shall be delighted to join your tennis party. 
I will be sure to be over in good time. 

Believe me, ever yours truly, 
HOWARD. 





Havant. 


May 18th. 
DEAR ; o 


I regret extyemely that I cannot acceptSyour 
kind invitation, but, wnluckily, I am obliged to2go to 
town to-morrow, and shall not return till Monday’ week. 

Yours evey, 
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12. Declining more fully 
PORTSMOUTH, 
Feb. rst. 
DEAR ; 

° Thank you very much for thinking of me on 
Saturday. I should have liked to have joined your party 
immensely, but I am going to Ventnor that afternoon. 
My mother and sisters have already gone to Beaumaris, 
and on Wednesday our friends the Boscawens returned 
to Ventnor where I ‘am joining them. 

Although I fear it is very late, I must send you and 
your sister all the good old-fashioned New Year’s wishes. 
With many thanks for your kind note, 

I remain, 
Your sincere friend, 
HENRY Ross. 





13. Accepting an Invitation conditionally 
FIAMPSTEAD. 
May 4th. 
DEAR Mrs. TiftuRGOOD, 
I have been laid up with neuralgia for some days, 
and have not quite recovered from it yet. If J may, I 
will accept your kind invitation for Saturday next however, 
and, if my neuralgia has not gone before then, will be sure 
to let you know. 
With kind regards to yourself and sister, 
Yours very truly, 
WALTER Bossors. 


14. Invitation to a Bachelor Party 
KIDDERMINSTER. 
Feb. 14th. 
DeEaR FELLOWS, 

Yesterday I met Donovan and our four other old 
friends, who are down here for a few days; they are 
coming to dine with me to-morrow at seven. I know it 
is some years since you met them, and I shall be delighted 
if you will make one of our party. 

Yours sincerely, 
F, CUNNINGHAM. 
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15. Accepting 
Hitt House, KIDDERMINSTER. 
DEAR CUNNINGHAM, Feb, 15th. 
It will give me the greatest pleasure to dine with 
you to-morrow at seven. It is many years since I met the 
friends you mention, but I still have a vivid recollection 
of the many pleasant hours spent in their company. 
Yours sincerely, 
#larRy FELLOwS. 


16. Invitation to a Friendly Dinner 


DUNLAND PLacE, S.W.TI. 
DearR HINDMARSH, Oct. 1st. 

I heard by the merest accident yesterday evening 
that you were in town. Will you come and dine with us 
to-morrow ? You know our time—seven o'clock. J met 
J. F. and our old friend from the North yesterday. 
They will be here, and we hope to have a little music in 
the evening. All join in best regards. 

Yours very sincerely, 


aes 





17. Postponing an Invitation 


THE BEECHES, SYDENHAM, S.E.26. 
My Dear Tom, Nov. 6th. 

I know you will be grieved to hear that my mother 
is rather dangerously ill. She has a sharp attack of bron- 
chitis and, the Doctor says, must be kept perfectly quiet. 
In the circumstances J am afraid J must postpone our 
dinner party fixed for the 17th, but I hope to give you 
better news shortly, and to fix up another date. 

Yours sincerely, 


——— 


18. Invitation to a Lady Friend to Lunch in a 


Restaurant 
94 PoTTER’s AVENUE, BALHAM, S.W.12. 
DEAR Miss ASHTON, May 14th, 


I seem to see very little of you nowadays and 
practically never get an opportunity of talking to you. 
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We have not met for over a month! Would you come 
up to town and lunch with me one day next week? We 
could go to the Petite where the lunch is really excellent, 
and sit and talk afterwards, or, if you prefer, go on to a 
matinee. Any day and any time will suit me. Do come. 
Yours most sincerely, 
A. T, HaLtows. 


19. Accepting an Invitation to a Week-end Party 
14 MonTROSE Park, W.z. 
May 24th. 
DEAR Mrs. VERSTANE, 

Thanks very much for your kind invitation to 
spend a week-end with you. Nothing could give me greater 
pleasure. J can catch the train you mention and will be 
with you on Friday. Again many thanks and kindest 
regards. 

Yours sincerely, 
N. M. Tomas. 


zo. Declining Same 
14 MONTROSE PARK, W.2. 
May 24th. 
DEAR MRS. VERSTANE, 

It is awfully good of you to ask me to spend the 
week-end with you, and there is nothing I should have 
liked more, but unfortunately I shall not be able to get 
away from the office till very late Saturday night. I am 
bitterly disappointed, but I fear it can’t be helped. 

I hope you are all keeping well. Kindest regards. 
Yours ever, 
N. M. Tuomas. 


21. Declining an Invitation so as to indicate you 
do not wish it to be repeated 
14 MongRoseE Park, W.z. 
May 24th. 
Dear Mrs. VERSTANE, 
I regret [ am unable to accept your invitation 
for the 26th. It is very good of you to ask me, but I have 
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so many engagements nowadays, and my work is making 
such increasing demands on my time, that I don’t think 
it wise to add to them. 
Yours faithfully, 
N. M. THomas. 


2z. On Returning from a Visit 


14 MONTROSE Park, W.2. 
+ M ay 28th. 
DEAR Mrs. VERSTANE, 
I reached town yesterday in good time and after 
a very comfortable journey. I enjoyed my stay with you 
immensely, and feel very much better for it. I always 
do—-you have the perfect gift of making every one feel 
happy and comfortable. I have been thinking of you all 
day and wishing I were with you. 
You will be interested to hear that on reaching Waterloo 
I ran into Mrs. Atkinson. She was most eager to hear 
all about you and your daughters, and bemoaned the fact 
that she never seemed to have time to visit her best friends 
now. I hope you will recognize yourself under that 
flattering description! 
Please remember me to all my friends, and kindest 
regards to yourself, 
Yours very sincerely, 
N. M. Tuomas. 


SOCIAL 


(2) LETTERS OF CONGRATULATION AND CONDOLENCE 


23. To a Friend on securing an Appointment 


I4 ALBERT Roap, BEDFORD. 
Jan. 20th, 
My Dear GEORGE, 

I was delighted to hear your news and congratu- 
late you most heartily on securing such an excellent 
appointment. You're a lucky dog, but no one deserves 
it better. It sounds the kind of job that is exactly suited 
to you, and you are sure to do well in it. I shall often be 
thinking of you and wishing you well, and I hope you won't 
quite forget the old and humble friends you are leaving 
behind. Ever yours, 

JACK. 


24. To a Friend on his Birthday 


“THE CHESTNUTS,” CHESTER. 
Feb. 19th. 
DEAR Tony, 

Just a few lines to wish you Many Happy Returns 
of your Birthday. The years are rolling by, old boy, and 
perhaps you would rather I did not remind you of their 
number, but I hope there are plenty more of them to come, 
and may they all be happy ones! May they grow happier 
and happier ! 

There will be a few of your old friends gathered together 
to-morrow, and be sure we shal, be thinking of you, and 
talking of you, and drinking your health. Here’s all the 
best to you, old boy | God bless you, and may we meet 
again soon | Yours as ever, 

MARTIN. 
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25. To a Lady Friend on her Birthday 
“ Hotty Lopece,” HyTHE. 
March 4th, 
Dear Miss WARNER, 

Please accept my very best wishes for your 
birthday. I hope it is going to be a very happy day and 
that I may be able to repeat my wishes on countless similar 
occasions to come. 

I am sending along a few flowers yhich I hope may 
give you a little pleasure. They come with my sincerest 
good wishes for your health and happiness. 

With kindest regards, 

Yours most sincerely, 
T. £. BEALE. 


26. To a Friend on his approaching Marriage 


404 THE Drive, Bopmin, 
April igth, 
My DEAR GEORGE, 

IT was delighted to get your letter, but of course 
not altogether surprised at the contents. I have seen 
how things have been trending for some time. I think 
you're a wise and lucky fcllow. J congratulate you most 
heartily, and also Miss Leman. I’m sure you’re admirably 
suited to each other, and I hope the future holds nothing 
but happiness for you both. 

I should like to contribute to the joyousness of the 
occasion by some hittle gift. Perhaps you will let me 
know what would be most appreciated just now, 

With all good wishes from 

Your oid friend, 
HAROLD. 


27. To a Friend on the Birth of a Chiid 
2%4 Pare Mansions, W.1. 
May gth. 
DEAR OLD WILL, 
So the long-expected event has come off at last 
and you have a son and heir! Good luck to you! I've 
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no doubt it’s a bonny, bouncing boy—the finest ever seen. 
I know you proud fathers, and it won’t surprise me a bit 
to hear the next time I see you that all your hats have got 
too small for you. 

Seriously, though, old boy, I am delighted and con- 
pratulate you very heartily. I know how much you and 
May have wished for this, and how much happiness it will 
bring you. Please give my kindest regards to May and 
the son and heir. I hope both are progressing well and shall 
be glad to hear hdw they are going on. As soon as I may, 
J should like to call and congratulate all three of you in 
person. 

Yours sincerely, 
Tom. 


28. To a Friend who has been Knighted 
40 MAYFAIR STREET, W.4. 


Dear Sir ALFRED, June 28th. 

I have just heard of the honour that has fallen 
to you, and I hasten to send you a word of congratulation. 
It is one you have richly deserved, and I know of no one 
more fitted to bear it and do it credit. I know you have 
not sought it, and possibly did not desire it, but I hope it 
has given you pleasure. It should do, for it is but a just 
recognition of services well and truly rendered. It will 
also give you added opportunities of public usefulness, and 
{ know you will appreciate that. I hope you will now give 
serious consideration to a matter I have often urged upon 
you—your standing for Parhament. Men like you are 
badly needed there. 

Please give my kindest regards to Lady Merlin. Isn’t 
she proud of you ? 
Your sincere friend, 
H. L. SHEEN, 


29. To a Friend on the Death of his Wife 
Hamrt-on Roap, Lewes. 
My Dear Joan, April 4th. 
I cannot tell you how deeply grieved I was to 
hear your sad news. Words are so feeble and futile at a 
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time like this, but I fee] I must send you a few lines to tell 
you how we feel for you and that we shall be thinking of 
you and praying for you. I hope you have been able to 
find some consolation in the knowledge that your dear 
wife was in every act, deed, and word a true Christian. 
How grateful you must have felt to have seen her so resigned 
and happy in the thought that, although her loss would 
cast a shadow on your life on earth, you would meet her 
hereafter in the better world where no trouble or sorrow 
is to be found! She was good in every acceptation of 
the term; her charities (so unostentatiously dispensed), 
her cheerful willingness to relieve any real distress, her 
talents and charm, endeared her to all. May God help 
you and send you comfort in His own way, and lead you 
to find the consolation that time brings for all earthly 
SOITOWS. 

As soon as you feel equal to the journey, we hope you 
will come to us, and stay as long as you feel inclined. 
There is healing in Nature, you know, and a stay here 
might help you. 

My wife unites with me in kindest regards and truest 
sympathy. 

Yours most truly, 


et 


30. To a Lady Friend on the Death of her Mother 


84 HILty STREET, S.E.23. 
july Ist. 
DEAR MARION, 

I know how deeply you must feel the death of 
your dear mother—the loneliness and regrets, and the 
gense of irreparable loss. It comes to all in time, but its 
poignancy is none the less on that account. 

Don’t think me cruel if I say that death is not all sadness. - 
Your mother’s life was over. It was a long, useful, honour~ 
able life, full of fragrarg memories, and her time for rest 
had come. For her it is better so. For you who are 
left, there is the bitterness of parting, the loneliness, the 
loss, but through it all you have your memories of her, 
of her love and example and help, and by keeping them 
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always before you perhaps you will not miss her quite so 
much. 
I know you are bearing up bravely, and I hope your 
health has not suffered. 
Yours very sincerely, 
PERCY. 


31. Toa ane Friend on the Death of a Child 


WESTGATE-ON-SEA. 
August 3rd. 
DEAR Mrs. WEST, 
I was deeply grieved to hear of your sad loss. 
I know it must be a terrible blow to you and to Jack. 
Dear little Elsie! It seems horrible to think of such a 
bonny, happy little mite suddenly taken away, but the 
one hope of consolation lies in the thought that, in some 
way that we are not permitted to understand, it is best 
for her, She has been taken to a higher happiness else- 
where. 

I am writing to Jack, and I can only pray that such 
comfort and consolation as is possible to you may be yours. 

Believe me, yours very sincercly, 


S. M. KEENE. 

32. To a Friend whose Brother is dangerously ill 
ASHSTEAD, 

Nov. 19h. 


My DEAR ALLEN, 

Every morning we listen for the post with the 
greatest anxiety, trusting that it will bring us better news 
of your brother. We are continually thinking of you in 
this critical and dangerous hour and pray for you and your 
brother. I trust you have not given up hope. Kemember 
that He on Whom we call is mighty to save, and we see 
many around us who have recovered from ilnesses as 
severe as your brother’s. We hope most sincerely you will 
soon be able to send us better news, Meanwhile take care 
of yourself as much as you can, 

Yours most truly, 


tl 
at 
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33. To a Friend who has met with a Disappointment 


‘“‘ MALBURY, PONTEFRACT. 
Sept. 5th. 
DEAR HAROLD, 

I was extremely sorry to hear of your disappoint- 
ment. It is very hard tuck. You had worked hard and 
deserved success, and no one can do more. However, 
1 know you have too much grit to let a thing like this unduly 
depress you. Wipe out all thought of 4 and have another 
try—-that’s the only sensible thing te do. You know 
what some learned old johnnie said—if it wasn't Shake- 
speare, it was some one just like him—about it not being 
in our “power to command success, but we'll do more; 
we'll deserve it.” But I’ve no doubt that next time 
you'll do even better still; you'll do both—deserve it and 
get it. 

Are you doing anything to-morrow night? If not, 
give me a ring, and we might fix up a night out together. 
Yours ever, 
BILL. 


SOCIAL 


(3) ANNOUNCING ENGAGEMENTS, DEATHS, &c 


34, To a Friend, announcing Engagement 


“ CoLTON,’’ ASHSTEAD. 

june 17th. 
DEAR WILL, « . 

I know you will be interested to hear that I am 
engaged to be married. I’ve no doubt you will guess the 
lady’s name. Miss Brown and J fixed matters up last 
week, but of course the marriage won’t take place for some 

time. I feel [ am a very lucky fellow. 
Yours ever, 
PERCY. 


35. Announcing the Birth of a Chiid 


48 MaIpEN Roap, Epsom. 
Oct. 3188. 
Dear Mrs. BOLTon, 

Our little son arrived on Tuesday—a big, strong 
little fellow. Mary and her son are doing well. Visitors 
won’t be allowed for another ten days or so, but after that 
I know Mary will be delighted to see you. 

Yours sincerely, 
S. HALIBURTON. 


36. Announcing a Death 


186 PENT STREET, WIGAN. 
Nov. 14th. 
DeEaR Mr. ROBERTS, 

You will be sorry to hear my father passed away 
last night. He had been ill for several weeks, but the end 
came quite suddenly and peacefully from heart failure. 
He was 77. My mother is, of coufse, very much distressed, 
but is keeping fairly well. The funeral will be at St. 
Mark's on Thursday, at 2 o'clock. 

Yours faithfully, 
B. L. STOXEs. 


SOCIAL 


{4) LETTERS ACCOMPANYING PRESENTS 
ACKNOWLEDGMENTS 


37. To a Lady Friend, enclosing a Present 
“THE Towers,” HEREFORD. 
Oct. roth. 
Drak Miss SELBY, 

I am giving myself the pleasure of sending you 
the enclosed little gift. I hope you will accept it and find 
it useful. Kindest regards. 

Yours sincerely, 
©. MORE. 


38. To a Male Friend, enclosing a Present 


“THE Towers,” HEREFORD. 
Oct. roth. 
DEAR Mr. WITHERS, 

I hope you will accept the enclosed, as a small 
token of my esteem for you, and of my gratitude for the 
services you have rendered me, I know you make light 
of them, but I am very grateful and shall not forget. I hope 
you will find some use for my little gift. 

Believe me, 
Yours very faithfully, 


S. More, 
39. Lo the Mother of a God-child, enclosing a 
Present 
“ THe Towers,’ HEREForRD, 


Oct. rota. 
Drar Mary, 
How is that Qne boy of yours going on? Well, 
I hope, and growing strong and sturdy like his father-——-to 
say nothing of his mother. Five to-morrow, isn't he ? 
He'll soon be old enough for me to think of teaching him 
his Catechism. I enclose a postal order for ——. Will 
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you buy something with this that you know he wants and 
give it to him with my love? Be sure to tell him it’s 
from his godfather, or he’ll soon forget that he’s got one— 
if he ever knew it. 

I hope you and Jack and the boy are keeping well. We 
are all well here, but business keeps very quiet. Love to 
you all. 

Yours affectionately, 
SAM, 


40. To an elderly Relative 


“THE TOWERS,’ HEREFORD. 
Oct. roth. 
Dear UNCLE, 

IT was walking down the High Street the other 
day when I happened to see in a bookseller’s shop this 
copy of the Anatomy of Melancholy. It struck me as a 
particularly nice copy, and I at once thought of you, as 
I know how you like to have your favourite works in these 
old bindings. So I decided to secure it, and send it here- 
with. I hope you will be pleased with it. 

{am getting on pretty well now in the office, but promo- 
tion is slow, and J often fee! I could do so much better if 
only I had a little capital. There are so many openings 
nowadays for young men, but they all need capital. 

I hope you have been keeping well, and have had no 
return of the gout. 

Your loving nephew, 
SAM, 


4t. Acknowledging a Gift from a Male Friend 


489 Pirer’s HILL, WIGAN, 
Dee. 1th, 
DEAR MR. SMITH, 

Your delightful gift canfe to hand this morning, 
and I must thank you very much indeed for it. It is 
awfully good of you to think of me, and you could not 
have chosen anything that would have given me more 
pleasure. I have put it into use right away, and have 
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already had some pleasant hours out of it. Once again, 
many thanks. 
IT hope you have been keeping well and fit this bitter 
weather. 
Yours very sincerely, 
S. Moore. 


42. Acknowledging a Gift from a Chum 


489 PIPER'S Hint, WIGAN. 
Dec, 1th. 
DEAR FRANK, 
Your letter and parcel duly received this morning. 
Thanks very much, old man, for your kind wishes and for 
your very welcome giit. The pipes are Ar. I’ve got one 
in full blast now, and at every whiff I feel more and more 
grateful to the sender. I’ve had a very happy day—a 
nice little cheque from the Pater, and a variety of things, 
both useful and ornamental, from Mother and the girls. 
Come round as soon as you can, and inspect the treasures, 
and see me smoking the new pipe. 
Yours ever, 
SIDNEY. 


43. Acknowledging a Gift from a Lady Friend 


489 PIPER’s HILL, WIGAN. 
Dec, 11th. 
DEAR Miss JONES, 

How very kind of you to remember my birthday |! 
Your delightful present came this morning and gave me 
much pleasure. It’s a book I have long wanted to read, 
aud J am promising myself a long and cosy evening with 
if in the near future. 

I hope you are managing to keep well and warm this 
cold weather, and that you and your mother are well. 
Please remcniber me to her. 

With kindest regards, 

Yours sincerely, 
S. Moore. 


SOCIAL 
(5) INTRODUCTIONS 


44. Asking for an Introduction 


386 CLOTHIERS’ HILL, BRISTOL. 
Feb, 15th. 
DeaR Mr. MacDonatp, 

My wife and I are going to Edinburgh for a rather 
prolonged stay, as I have business there that will keep me 
several months. I know you lived there for many years, 
and IJ am wondering if you would care to give us one or 
two introductions. 

I shall be a good deal occupied, and my wife may feel 
lonely at times. If she knew one or two people on whom 
she could call for a friendly chat now and again, it would 
be very pleasant for her. And I have a particular reason 
for wishing to meet Canon ——, whom, J think, you used 
to know well. 

{f there is any commission we can execute for you while 
we are up North, please let me know. 

Yours very sincerely, 


HH. P. Timons. 
45. Reply to Request for Introduction 
BRISTOL. 
Feb. 17th. 


DEAR 3Ik. TIMONS, 

I was surprised to hear you and Mrs. Timons 

were going to Edinburgh for so 'ng a stay. I wish 1 
were | I am delighted to give yc introductions, and will 
also write to some of my old friends, who, I know, will be 
delighted to meet you and give you a real Scottish welcome. 
I enclose letters to Canon , and to three other 
friends.. 1 hope you will have a very pleasant stay. 
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Don't fail to let me hear from you. It is kind of you to 
offer to undertake any commission for me, but there is 
nothing just at present. 
Kindest regards. 
Yours very truly, 
H. MacDonacp. 


46. Introducing a Stranger to a Friend 


* — Bristot., 
Feb. 17th. 
DEAR ALICE, 

My friends, Mr. and Mrs. Timons, are coming to 
Edinburgh for a rather long stay. I know you will be 
pleased to meet them, and I send this little note to act 
as the introduction which I should very much like to give 
in person, 

Your sincere friend, 
H. MacDona.p. 


47. Ditto 
BRISTOL. 
Feb. 17th. 
My Drar Canon, 
You will be surprised to get a lettcr from me, but 
I want to introduce to you my friend, Mr. Timons, who, 
with his wife, is leaving here to make a rather tong stay 
in Edinburgh. As they will be strangers in a strange land, 
any little courtesy you can show them will be very much 
appreciated by them and by 
Yours truly, 
H. MacDonaLp. 


48. Introducing a Friend to a Business Acquaintance 


418 Penzance AVeNUE, MUSWELL HILL, N.Io. 
june 18a 
My Drar Morton, ? 
The bearer of this note is a young man in whom 
I am very much interested. I want to help him if #can. 
He is out of a berth at present, and I thought Aerhaps 
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you might know of something that would suit him. I know 
he has an excellent character, and he himself will give you 
particulars of his experience, &c. He is a son of a very 
old friend of mine, who has now passed over, and I was 
distressed to find that his mother and two young sisters 
are dependent upon him. You will appreciate how 
grievous a matter continued unemployment is to any one 
so placed. Anything you can do for him I shall regard 
as a favour to myself. 
Yours faithfully, 
S. 5. Tiorne. 


SOCIAL 
(6) MAKING AND ANSWERING REQUESTS 


49. To a Friend, asking for a Loan 
ASHMEAD. 


june 5th. 
DEAR KOoGERS, 

I have becn very unfortunate in some speculations 
lately, and as a consequence find myself temporarily very 
short of money. I have several small accounts which 
must be settled immediately. Could you let me have 
a loan of {50 for a month? By that time I shall be in 
funds again. 

Yours faithfully, 
S. JONEs. 


50. Reply, granting Loan 
19 STANHOPE Lane, S.E.18. 
june Oth, 
DEAR JONES. 
I am glad to be able to oblige you and enclose 
cheque for £50. Take your own time about repayment. 
Yours ever, 
B. RoGERs. 


51. Reply, refusing Loan 


1g STANHOPE Lane, 5.E.18. 
June 6th. 
DEAR JONES, 

I am sorry not to be able to oblige you, but I am 
afraid it is impossible for me to let you have £50 just now. 
I have a number of heavy expenses to meet, and from 
one cause and another foney is very short. 

Yours sincerely, 
B. ROGERS. 
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52. Asking for Repayment of Loan 


“ MELTON,’ HYTHE. 
Oct, oth. 
DEarR HOLLAND, 
Can you make it convenient to let me have the 
{25 I lent you some months ago? I should find it very 
useful just now, or I wouldn’t trouble you. Al} the best |! 
Yours ever, 
H. M. Corrs. 


53. Repeated Request for Repayment of Loan 


‘“ MELTON,” HYTHE. 
jan, 7th. 
DEAR HOLLAND, 

Y have already asked you twice for repayment 
of the £25 I lent you over six months ago and am still 
waiting for it. 

I think you are treating me very unfairly, This was 
a friendly transaction, and you promised to repay the loan 
in a month's time. I really cannot wait any longer. 
Please let me have it this week certain. 

Yours faithfully, 
H. M. Corus. 


54. Asking for Iniormation about Hotels 


“THE NEsT,’ Horton. 
Sept. 2gth. 
DEAR Miss WINTER, 
I feel it is rather impertinent of me to write and 
ask you a favour, as our acquaintance is so slight, but I 
hope you will forgive that. My wife and I want to go to 
Torquay for a few weeks. I know you have spent a good 
dea] of time there, and I shall be very much obliged if you 
will give me any information about suitable boarding 
houses and hotels. We prefer a small and comfortable 
place to a large and noisy one. 
Hoping you will be able to recommend a suitable place, 
and again apologising for troubling you, 
I remain, Yours faithfully, 
C. L. ALBURY. 


THE GENTLEMEN’S LETTER-WRITER 
55. To a Vicar, asking for News of a Parishioner 


“ MELROSE,” ST. IvEs. 
The Rev, J. Allen, M.A., April 15th. 
The Vicarage, Charlton. 
DEAR SIR, 

IT must begin by offering very sincere apologies 
for writing to you, a perfect stranger, and asking a favour, 
but my excuse must be that I do not know any one who 
could give me the information I want except yourself. 

I am anxious to get in communication with a man named 
James Wilson. He was at one time in my service, but I 
have lost sight of him for severa] years. I know he came 
from Charlton, and possibly he or his people are living there 
now and are parishioners of yours. If you know of any 
people of the name living in your parish, and would put 
me in touch with them, I shall be extremely obliged to 
you. YT may add that my business with James Wilson 
would be to his advantage. I think he would now be 
about fifty years of age, and he served for a number of 
years in the Army. 

I enclose a stamped envelope, and beg to remain, 

Yours sincerely, 


S. 5. Pau (Coz.}. 


56. Asking Advice as to a Career 


86 SANDELL LANE, HALIrax. 
March rth. 
' Dear Mr. ASHTON, 
T have been giving much thonght lately to starting 
my boy in life, and am now considering making him a 
Chartered Accountant. If you have time to write me, I 
should very much like to hear your views on the subject, 
and also any information you could give me as to what 
steps I should take to get him started, and the probable 
cost of training. I wfhderstand he would have to be 
articled to a practising Chartered Accountant. 
He is 17 now and has passed the London Matriculation 
examination. He has always done very well m mathe- 
matics, and thinks he would like the work of an accountant. 


= 
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I could pay a moderate sum as a premium—gsay, a hundred 
pounds. 

I hope I am not troubling you too much, but I shall be 
very grateful for your advice. These are anxious and 
worrying times for fathers. 

Yours very sincerely, 
P. A. LEEMING. 


57. Asking a Friend to act as Executor 


* MYNOTT,’’ WIMBLEDON, $.W.1g. 
Sept. 151. 
DEAR JACK, 

I am contemplating making a will, and I should 
very much like to name you as executor jointly with my 
wife. I know she would lke to have your help and advice 
if she needed it, and I know I could trust you to carry out 
my wishes. It will not be an onerous task, as of course 
I haven’t a lot to leave, and anyway I’m not thinking of 
leaving it at all for a long time yet. ] hope you will consent, 
and oblige 

Your old pal, 
HARRY. 


COURTSHIP AND MARRIAGE 


58. Proposal of Marriage in Formal Ter:ns 


BRAINTREE, Essex. 
May and. 
Dear Miss JOHNSTONE, 

As no opportunity has presented itself of speaking 
to you lately alone, I venture to address you by letter, and 
I assure you my happiness greatly depends on the reply 
with which you may deign to favour me, 

I love you, dear Miss Johnstone, very sincerely, and, 
if you can return my affection and become my wife, I shall 
consider myself the most fortunate of men. 

As I think you know, my means are such as to make 
it possible for me to give you a comfortable home, and f 
hope you will believe me when [ say that, if I am ever 
so happy as to call you my wife, my one care will be to 
try to make your life as happy as it should be. I am 
awaiting your reply most anxiously and beg you not to 
keep me im suspense. 

I remain, dear Miss Johnstone, 

Yours very truly, 
Harry CLINTON. 


59. Proposal fram a Middle-aged Gentleman 


SNow HI. 
jan. Xst. 
DEAR ROsIE, 

On returning home yesterday afternoon, and 
reflecting alone on the#pleasant morning we had passed, 
I was more than ever impressed with my stupidity im going 
on with my present solitary existence. Will you take 
pity on me and break this monotonous life by coming to 
share it with me? 
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T have loved you fondly and long; your parents are my 
intimate friends; they know my private character; and 
I would do all in my power to make you happy. Won’t 
you accept me as your husband? 

Believe me, 
Ever yours devotedly, 
CHARLES BYERS. 


60. Proposal from a Widower 


* HILL CREST,’ KEIGHLEY. 
Nov. roth. 
Dear Miss Linpsay, 

I am writing to make a proposal which may 
astonish you at first, but to which I hope you will give 
your very serious consideration. 

You know how I am situated. You know how lonely 
Iam. You know how badly my home needs a mistress 
and how much my children want a mother. I have 
always admired you. I have a very deep and sincere 
affection for you, and it is because I know your warm 
heart and how it loves to make people happy that I am 
venturing to ask you if you could ever care enough for 
me to come and share my life and home as my wife. 

I would do all in my power to make you happy, and 
would make every arrangement possible for your comfort. 
Please think about it carefully, dear Miss Lindsay, and if 
you can say “ Yes’’ I shall regard myself as the happiest 
and most fortunate man alive. 

Belicve me to be, 
Yours ever most devotedly, 
P. V. SLADE. 


61. Proposal from a Young Man passionately in Love 
94 Porpre’s Roap, MERTON, S.W.19. 


Jan. ath. 
DeEaR Miss WHITE, 

You will perhaps be surpSised to get a letter from 
me after seeing me only yesterday, but I feel I must write. 
J have been trying for weeks to put into words what ] am 
now writing, but I despaired of ever getting an opportunity. 
It is so difficult to get you to myself for more than a few 
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minutes, and even then you seem determined to prevent 
my saying anything serious. 

Rosie, I love you passionately—have loved you from 
the very first moment I saw you. I think you must know 
it, for it has been quite impossible for me to conceal it. 
There is not another woman to compare with you—there 
never can be forme. I love everything about you. I love 
your dear blue eyes, your Cupid lips, your hair, your tiny 
ears, J love your beautiful hands, so smal! and warm 
and soft. I love your walk, your voice. I love above all 
your sweet, sunny nature, and your baby ways, and warm, 
innocent heart. Oh, Rosie, I love you—just you, and if 
you will not be my wife I feel that there can be nothing 
in life worth living for! 

Perhaps if I was a more unselfish man I should not ask 
you. I know I am still poor and have my way to make 
in the world, and it might be years before we could marry, 
but I feel that, if only you love me as I Jove you, nothing 
else can matter. And I would work hard, With you to 
work for, J must make a fortune soon, and we would have 
such a glorious time togcther. 

I know I am not worthy of you. What man could be ? 
But, if only you will say ‘‘ Yes,” ] would try so hard to be 
al] that you would like me to be. I could not ask greater 
happiness than being allowed to serve you and work for 
you and trying to make you happy always. 

Rosie—dear—do say ‘ Yes.’ Write to me at once, 
and, if it is ‘‘ Yes,’’ I will come round and try to tell you 
all the hundreds of things I can’t say here. 

Believe me, now and always, 
Your most devoted, 
H. L. Smit. 


62. To the Father of the Lady you wish to Marry 
94 Popr’s Roap, MERTON, S.W.19. 
jan. 8th, 
DEAR Mr. WRITE, 
T am writing to tell you your daughter Rosie and 
I love each other and wish to be married. I know you 
do not know me very well, but I hope all you do know of 
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me is to my credit and will make you regard me favourably 
as a son-in-law. 

I am twenty-four years of age, and am at present 
employed as a clerk by the Insurance Company, Ltd. 
My salary is {120 a year, but I get yearly increases of £15, 
and besides there are chances of promotion to better-paid 
positions, one of which I hope to obtain. I do not, of 
course, expect to marry until my salary is considerably 
higher, but Rosie assures me she is willing to wait, and I 
mean to work very’ hard to improve my position. 

I know I ought to have spoken to you before I asked 
Rosie, but circumstances were teco much for me. I may 
add that my people know Rosie well and are very fond 
of her and would give her a warm welcome. 

[ shall be pleased to give you any further information 
you want, and I hope you will understand how much 
your favourable reply to this letter will mean to me and 
also to your daughter. 





Yours very sincerely, 
H. L. SMITH. 


63. Reply (favourable) 


“Tvy Lopce,” Merton, $.W.19. 
jan. roth, 
DEAR Mr. SMITH, 

Your letter of the 8th inst. surprised me very 
much. I should have preferred that you had written to 
me before speaking to Rosie. As it is, you put me in a 
very difficult position if I wished to say “No.” Certainly 
I could not consent to a marriage on your present salary, 
which is quite inadequate, but you have reasonable pros- 
pects, and [ know you to be a steady and sensible young 
fellow, and your people highly respected, so I do not think 
I need thwart my daughter’s wishes, which, she tells me, 
would break her heart. . 

However, before I consent to # forma) engagement, I 
would like to have a talk with you. Can you come and see 
me on Wednesday, about seven o'clock ? 

Yours faithfully, 
B. WHITE, 
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64. Reply (unfaveurable) 


“Ivy Lopce,” Merton, S.W.19. 
jan. roth, 
DEAR MR. SMITH, 

Your letter of the 8th inst. surprised me very 
much, Certainly you ought to have written to me before 
you spoke to Rosie on such a matter. I most strongly 
object to long engagements, and you are not in a position 
to think of marriage for many years do come. Rosie is 
only a child and does not know her own mind, and it would 
be very unfair of you to tie her down to wait for you 
through all the best years of her life. 

I have nothing against you personally, and, if in a few 
years’ time you care to renew your request, I might give a 
different answer. In the meantime I must withhold my 
consent, and I trust, as a man of honour, you will not 
pursue the matter further with Rosie. It would only 
cause her unhappiness. 

Yours faithfully, 
B. WHITE. 


65. Breaking off an Engagement 


281 MALVERN AVENUE, NEWCASTLE, 
Nov, 15th. 
My Dear Laura, 
I have decided to write what is a very difficult 
and painful letter to me. If it is also painful to you, I 
am very sorry, but I don’t think it will be. 
We have now been engaged for over a year, and it is 
idle for us to pretend that it has been a success. Neither 
of us has been happy, and the quarrel of last night—only 
one of many, unfortunately—has convinced me that we . 
made a mistake in thinking we cared for each other, 
sufficiently to marry. I do not blame you in the leagt. 
No doubt I am to blame but I think it is obvious that, we 
could never live happily"together, and the only wise thing 
to do is to recognize our mistake before it is too late. 
The truth is we are two strong-willed persons, whosé tastes 
are constantly in conflict, and who only irritate and jar 
upon each other. 
D 
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I am therefore asking you to release me from my engage- 
ment. I am very, very sorry to have led you into this 
position, and for all the pain and embarrassment it must 
cause you, but I feel that it is the only honest course. 

I hope we shall part good friends—just two friends with 
the mutual recognition that they do not wish to be more 
than friends. I hope too you will not return my presents. 
I should like you to keep them, and if you will accept the 
engagement ring as a parting gift and wear it on another 
finger I shall feel you do not bear me any ill-will. 

Yours very sincerely, 
GEORGE. 


66. From a Father to his Son’s Fiancée 


*“* MELROSE,”’ FAVERSHAM. 
April 28th. 
Dear Miss DILton, 

Percy has just told us the news, and I hasten to 
write and tell you how delighted we are. I think he’s a 
very lucky fellow to have won such a charming wife. 
I’m sure you will make him happy, and, on his side, he’s 
not a bad fellow. He is worth caring for. He appears to 
be very much in love, and it isn’t much good trying to talk 
sensibly to a man in that condition, but I hope you will 
both think seriously about what you are doing. It means 
so much to you. You can be very happy, and a delightful 
time lies before you, if only you start nght. Try to know 
your husband, to study him and please him and make him 
happy, and he'll respond by doing the same by you. At 
least, I hope he will. 

Forgive your new father, my dear, for starting off with 
asermon, It is only that J am so anxious you should not 
miss any of the delights within your reach. We are alli 
anxious to welcome you here. My wife is writing to ask 
you to come and stay, and I hope you will. We must get 
to know each other better. ‘ 

Percy wants me to send his love, but I don’t think I 
need trouble about that. 

My love to you, 

Yours affectionately, 
H. S. STEELE. 
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67. Requesting Friend to act as Best Man 


“ TUFNALL,” DUNDEE. 
Feb. 24th. 
My DEAR FRANK, 

My wedding with Mabel is fixed for next month-— 
March 21st--and I am writing to ask if you would act as 
my “‘ best man "’ on the great occasion, I have no brother 
or male relative who would naturally fill the réle, and I 
would rather have you than any one. Weare old chums— 
I’m sure you'll like to see me through this ordeal. No one 
could do it better, or look the part better. Mabel says 
your distinguished appearance will give quite a tone to 
the ceremony ! It won’t be an arduous job. There will 
only be two bridesmaids, and it will be very quiet. The 
ceremony will be at St. Jude’s, and there will be an informal 
reception after at Mabel’s house. 

Yours ever, 
Jee GEORGE. 
68. Accepting 
“ Hotmwoop,” DUNDEE. 
Feb, 26th, 
My Dear GEORGE, 

I shail be deE:chted to act as your best man at the 
happy event next month. I'l! see you safely through-— 
you leave it to me. Tell Mabel she’s quite mistaken, 
No one looks at the best man at a wedding. It is the bnde 
who is on show, and I’m sure she'll do her part well. 

What shall I give you as a wedding present ? I thought 
of a dinner service ? Would you like that, or has some- 
body already bagged it ? 

Kindest regards to you both, 

Yours sincerely, 


FRANK. 
69. Declining 
" Hotmwoop,’’ DUNDEE. 
Feb, 26th. 


My DEAR GEORGE, 
It is very good of you to ask me to be your best 
man, and, if circumstances had been different, I should 
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have been delighted, but, as it is, I am afraid I must ask 
you to excuse me. Please don't be hurt! I am sure 
the ceremony will be a great success, and one of your 
numerous friends will make a much better best man than 
Tshould, The truth is I am feeling so worried and unscttled 
just now that I don't feel I can undertake an engagement 
of that kind. I know you will understand. Please 
sive my kindest regards to Mabel. I appreciate her very 
flattering remack, and I wish you both the very best of 
luck and all possible happiness. 

I am sending along a little piece of silver in a few days 
which I hope you and Mabel will like. 

Yours sincerely, 
FRANK. 


BUSINESS 
(1) TO BANKERS SOLICITORS TRADESMEN &c. 
To a Banker, instructing him to invest Money 


402 MELITA AVENUE, REDHILL. 
Nov, 21sé. 


70. 


Lhe Manager, 
— Bank, Lid. 


DeEaAR SIR, 
I see the balance in my current A/c is now £470. 


I should be obliged if you would invest £400 in the Tive 


Per Cent War Loan for me and debit my A/c. 
Yours faithfully, 


T. M. WILTON, 





71, To a Banker, asking for an Overdrait 


18 PALMER'S AVENUE, N.W.S8. 
The Manager, jan. T7th. 


—— Bank, Lid, 


DEAR SIR, 
I should be glad to know if you will let mc have 


an overdraft on my A/c up to {590. As security I can 
deposit with you the title deeds of this house which is my 


own freehold property. Yours faithfully, 
P. LEACH. 


To Solicitors in reply to a Claim for Damages 


386 KELLY Roap, PENGE, S.E.zo. 
March ist. 


72. 


Messrs. West & Sons 


DEAR SIRS, 
I am in receipt of your letter of the roth inst. 


respecting Mr. Mill’s claim, to which I reply without 
prejudice, 
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I do not admit that Mr. Mills has any claim upon me, 
but I have already told him that, to settle the matter, 
YT am willing to make him a present of a small sum as 
compensation for the loss he appears to have suffered. 
I cannot consider any amount like {7o. Mr. Mills only 
sufiered bruises and lost two days’ employment, and I 
consider £5 would be generous compensation. I have 
offered him this sum, and the offer is still open, if he accepts 
it at once. If he does not accept, any further communica- 
tions should be addressed to my solicitors, Messrs. ——— 
and —-—, Chancery Lane, W.C.2. 

I must refuse to pay your costs, as I cannot see there 
was any necessity for Mr. Mills to consult you. 

Yours faithfully, 
T. T. VINE. 


73. To an Insurance Co., asking for Loan 


gg FaILe STREET, HaILsHam. 
Dec. 14th. 
The ——- Insurance Co., Lid. 
DEAR SIRS, 

I should be obliged if you would let me know 
what is the largest amount I can borrow on my Life Policy 
for £400, No. , and what interest would be payable. 

Yours faithfully, 
H. JONES. 





74. To a Tailor, complaining of Goods sent 


89 Harotp RoabD, CHEAM. 
Sept. 3rd. 
Mr. S. T. Duncan. 
DEAR SIR, 

I duly received the suit ordered from you but am 
very disappointed with it. It is not satisfactory in any 
respect. The material does not appear to be of the same 
quality as the pattern I chose. It is thinner, and lighter 
in colour. The coat hangs badly, and the collar rides 
up in the neck, while the trousers are quite two inches 
too short—they are unwearable. 
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I must decline to accept such bad work. It is very 
annoying, as I particularly wanted the suit, and I shall be 
glad to hear by return what you propose to do. 

Yours truly, 
G. S. More, 


75. To a Builder, complaining of Overcharges 


8g HaRoL_p Roan, CHEAM. 
May 8th. 

Messrs. Brown & Co., 

High Street, Surbtion. 

DeEAR SIRs, 

I have received your account for repairs done to 
this house, and am astonished at some of your charges. 
I consider them most unreasonable. The items of {17 
for replacing slates on roof and {7 for new gate-post strike 
me as outrageous. J know exactly how many hours your 
men were here, and can estimate the cost of the material 
that was necessary, so I know within a little what would 
be a fair price. 

I may as well say at once that I have no intention of 
paying a charge like this, and beg you to give the inatter 
your further consideration. Possibly a mistake has been 
made by some one in your office. 

Yours faithfully, 
G. S. More. 


“6. To a Tradesman, asking for Time to pay Bill 


89 HaROLD Roab, CHEAM., 
April 28th. 
Mr. V. Brown, 
Church Street, Kingston. 
DEAR SIR, 

I am sorry you should think it necessary to wn _ 
me such an unpleasant and peremptory letter about yoy 
Aj/c. I have always sett&d your bills promptly in the pest, 
and I think you might have shown me a littie more courtesy 
and consideration. " 

I cannot settle immediately, as you demand, bute have 
every confidence of letting you have a cheque in full 
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settlement before the end of next month. Believe me, you 
will not get your money any sooner by “ consulting your 
solicitors ’’ or “ taking proceedings.” I have much larger 
amounts owing to me than the sum that is due to you, 
and as soon as I am able to collect them I will pay your A/c. 
Yours faithfully, 
G. 5. MORE. 


77, Protesting against Delay in Delivering Goods 


8g HarotpD Roab, CHEAM. 
june Ist, 

Messrs. Adams & Sayers, 

The Hill, Wimbledon, S.W. 

DEAR SIRS, 

I must again protest against the delay in delivering 
the plants ordered from you on May 2nd. You promised 
to dispatch them first by May roth, and then by the arst. 
It is now ten days after that date, and still the plants 
have not come. 

If you are not able to dispatch immediately, will you 
please cancel the order? The plants will be of no use to 
me after the 5th inst. and I must decline to accept delivery 
after that date. 

I have dealt with you now for a number of years and 
cannot understand why you treat a regular customer in 
this negligent and discourteous way. 

Yours truly, 
G. 5. More. 


BUSINESS 
(2) APPLICATIONS FOR EMPLOYMENT 


(Note--All these letters naturally divide themselves into 

five parts—application for the post, qualifications for it, 

experience, personal details, references. They should 

always be made as concise as possible, and be business-like 

in tone, Copies of testimonials, &c., should be sent——not 
the originals), 


78. From a Butler 


PRAETLAND TERRACE, W.I. 
SIR, March ist. 
In reply to your advertisement in yesterday's 
Times for a butler I beg to apply for the situation. 

For six years and a half I lived with the late General 
Aslett in that capacity, only being dismissed on his death. 

I enclose copies of testimonials from two previous 
employers, which speak as to my abilities and character. 

I am unmarried, 5ft. roin. in height, and thirty-cight 
years of age. 

I shall be happy to give you any further information you 
require, and to wait upon you at any time, and I beg to 
assure you, sir, that, if I am engaged, I will do my best 
to give you every satisfaction. 

I remain, Sir, 
Your obedient servant, 
JAMES FIELD. 


79. Wrom a Gardener 


SNOWDROP COTTAGE, BATTLE. 
SIR, june 1st. 
I understand that there will be a vacancy shortly 
in your establishment for a gardener, and J respectfully beg 
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to apply for the place. From boyhood I have been under 
the best of gardeners. I served my apprenticeship with 
—, and for the last four years have been with ——. 

I am twenty-eight years of age, unmarried, and a tee- 
totaller. If engaged by you, I would do my very best to 
give you satisfaction. 
5 I enclose copies of two testimonials and beg to remain, 

i, 

Yours obediently, 
E. GARDNER. 


rom a Chauffeur 


PertTH Mrws, OxForp. 
Dec. 19th. 
Dear SIR, 

I have been told by Mr. H. Moore that you are 
in need of a chauffeur, and he has advised me to apply 
for the post. 

I have had twelve years’ experience of driving cars, and 
have never had a serious accident nor had my licence 
endorsed. I am competent to do running repairs. 

I was with General , of , for two years, and 
H. T. Bean, Esq., of , for four years. Both of these 
gentlemen will give me an excellent character. 

I am thirty-one years of age, married, with one child, 
and a total abstainer. 

Trusting you will be able to give favourable considera- 
tion to this application, 











I remain, Sir, 
Yours obediently, 
VICTOR YOUNG, 


81. From a Clerk 


814 NortH RoapD, HamMMERSMITaA, W.6. 
jan. Igth, 
Messrs, —— 
DEAR SIRS, 
I beg to apply for the post of ledger clerk adver- 
tised in to-day’s Times. 
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I have had sixteen years’ experience in London business 
houses and am fully conversant with all the duties of the 
post. I have a sound knowledge of book-keeping, and 
am quick and accurate at figures. I also know French 
and German and can conduct correspondence in both 





languages. 
For the tast five years I have been with Messrs. 
of , and before that I was with Messrs. —-—, of ——., 





for nine years. I am thirty years of age. 

I enclose copies of testimonials both as to character and 
ability. J am free to start at any time, and I am asking a 
salary of £300 a year. 

Should you be pleased to appoint me, no effort should 
be wanting on my part to give you satisfaction. 

I remain, 
Yours obediently, 
HW. L, VINE. 


82. From a Private Secretary 


8 THE LiINDENS, Hornsey, N.8. 
March 14th, 
SIR, 
In reply to your advt. in to-day’s Morning Post 
for a Private Secretary, I beg to offer my services. 

I am an expert shorthand-typist, my speeds being 
130/50. I am able to write French fluently, and know 
some Spanish. I was trained by the School, and 
thoroughly understand filing, indexing, dealing with 
correspondence, and all the routine work of a secretary. 
I was educated at School and passed the London 
University Matriculation examination when I was sixteen. 

I have had five years’ experience—two years with my 
present employer, Mr. , of , and three years with 
Mrs, ——, of ——. Both of them will answer any inquiries 
you wish to make as to my abilities and character. 

I am twenty-two ygars of age. : 

Hoping you will give this application favourable con- 
sideration, 














I beg to remain, 
Yours obediently, 
FRANK S. VASSELL, 
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83. From a Commercial Traveller 


49 ForMByY AVENUE, RETFORD. 
April 5th, 
Messrs. Petle & Sons. 
DEAR SIRS, 
I should be glad if you would consider my claims 
for the next vacancy among your representatives. 

For the last six years I have been the Northern represen- 
tative of Messrs. —-—- and Co., of , and have now a 
good connection among grocers, oilmen, and general 
stores throughout Yorkshire and the North generally. J 
have been handling exactly the class of goods you produce, 
and [ am sure, if you could see your way to employing me, 
I could introduce a very profitable trade. 

My reason for wishing to leave Messrs. is that they 
do not offer me any scope for improving my position with 
them. 

I am thirty-four years of age, a keen worker, and anxious 
to get a chance of developing what I know is a very sound 
connection. 

If you are able to consider this application favourably, 
I shall be happy to call upon you at any time, and tc 
furnish all particulars as to my turnover, &c. 

Yours faithfully, 
M.S. WHITE. 








84. From a Father applying for Situation for his Son 


“THE Laukets,” MITRE Roan, TIVERTON, 
Sept, gih. 
Messrs. Castle & Co., Lid. 
DEAR SIRS, 

¥ wish to apprentice my son as an engincer, 
and shall be very much obliged if you will let me know 
whether you are open to take another apprentice shortly. 
My son is now sixteen and will be leaving the —— 
Grammar School at the end of this term. He is a strong, 
healthy lad, and has always done very well at school. 
Engineering is his own choice as a career, and I think 

you would find him a very satisfactory apprentice. 
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If you can entertain the proposal, I should be glad to 
come and talk the matter over with you. 
Yours faithfully, 
B, V. Paton, 


85. Soliciting Influence 
o4 Isaac Roap, HIiGHGATE, N.6. 
July with. 
DEAR Sir, 

My engagement with ..-..._. came to an 
end last week, as they have closed the department in which 
I was employed. I am very anxious to obtain another 
position as soon as possible, and I shouid esteem it a very 
preat favour if you could give me any introductions to 
firms likely to need my services, or would speak for me 
to any of your friends. 

You know my work at Messrs. , and I think they 
always thought well of me. They have given me an excel- 
lent reference, and speak in high terms of my ability and 
knowledge of the boot trade. I was with them for nine years. 
- — am thirty-three years of age, married, with three 
children, so you will understand I cannot afford to be long 
out of work, and I shall be very grateful for any assistance 
you can give me in obtaining a berth. 

I beg to remain, 
Yours obcdiently, 
MILES POWLE. 








86. Asking for a Reference 


84 BaLprey Lane, CLAPHAM, 5.W.4. 
Nov. gth. 
DEAR SIR, 

I have applied to Messrs. , of —-—, and have 
taken the liberty of giving your name as a reference. 
Apart from the ingident that led to my leaving you, I 
think you were always satisfied with my work while I was 
with you, and have nothing against my character. I hope 
therefore you will say all you can in my favour. 

Yours faithfully, 
T. S. HENRY. 





BUSINESS 
{3} LETTERS 70 SERVANTS. REFERENCES 


87. Replying to an Application for a Situation 


“ MERLE,” BOXLEY. 
june 2nd. 
Dear Mr. Brown, 

In reference to your reply to my advertisement 
for a gardencr, I should be obliged if you would let me know 
how jong you were with Sir A. Mine, and why you left 
him, 

You would have charge here of the flower gardens of 
about three quarters of am acre, a tennis lawn, vegetable 
garden, and a smali hot-house. The salary offered is —— 
a year, and there is a cottage. 

I am writing to the references you gave, and, if the 
replies prove satisfactory, I will fix a day for you to come 
and see me. I will pay your expenses from Berkhamp- 
stead, 

Yours faithfully, 
H. L. Bricut. 


88. Refusing an Application for a Situation 
*" MERLE,”’ BoOXtey. 


june 14th. 
DraAR MR. Brown, 

I am obliged for your letter of the roth. I have 
now heard from your references, ard I am afraid your 
experience has not been of the kind to make you a suitable 
man for this post. JI need not therefore trouble you to 
come to sce me, 

Yours faithfully, 
H. L. Bricer. 
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89. Ditto 
““ MERLE,” BoXLey. 
june roth. 
Mr. H. L. Bright is obliged to Mr. Brown for his 
letter of the roth and regrets that he has no vacancy for 
a gardener at present. 


go. Engaging a Servant 


214 CepArS Raap, MELTon, 
Sept. Ist. 
Dear Miss Moore, 

I have now taken up your references, and, as they 
are quite satisfactory, I shall be glad if you will arrange 
to start your duties as governess to my children as scon as 
possible. Can you come in on Monday next ? 

I hope you will be comfortable here, and may find your 
work with my children pleasant. 
Yours faithfully, 
VY. Bouter. 


gt. Dismissing a Servant 


2 ATLAS AVENUE, W.1. 
May roth. 
Dear Brown, 

As you scem to have grown tired of your work 
here and discontented with your position, I think it will 
be best for us both if you make a change. 

You will please accept this Ictter as a formal month’s 
notice to terminate your engagement which will come to 
an end on June roth. 

If you wish to give my name as a reference, you are at 
liberty to do so, and I will say what I can in your favour, 

Yours faithfully, 
S. 8. T) Mas, 


92. Recommending a Servant 
‘* MERLE,” BOXLE 


june ath, 
Mr. H. L. Bright has pleasure in recommending 
Mr. W. Smith as a chauffeur-gardener. He has Been a 
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steady and trustworthy servant in every respect, and is 
well up in his duties, both as chauffeur and gardener. 
He is leaving of his own accord. 


93. Inquiring for References 


4 THURLE Park, ESHER. 

“4 Oct. gth. 
Col. W. James. 
DEAR SIR, 

Mr. B. Loam has applied to me for a post as 
chauffeur-gardener and has given your name as a reference. 
He tells me he was employed by you in a similar capacity 
for four years. 

I shall be very much obliged if you will let me know if 
this is true and if you were satisfied with him. Is he a good 
worker? Sober and trustworthy? Is he a careful driver 
and able to do small repairs? I shall be grateful for any 
information you can give me, and enclose stamped addressed 
envelope. 

I beg to remain, 
Yours faithfully, 
M. S. BEALE, 


94. Giving favourable Reference 


“ FENELLA,’ BODMIN, 
Oct, roth, 
M. S. Beale, Esq. 
DEAR SIR, 
In reply to your Ictter of the 9th imst., Benjamin 
Loam was with me as chauffeur-gardener for four years and 
gave complete satisfaction. He is sober and trustworthy, 
hard-working, and thoroughly ungerstands his work. He 
kept my car in good order all the time and never had an 
accident. He left me of his own accord, and I was sorry 
to lose him. 
Yours faithfully, 
W. JAMES. 
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95. Giving qualified Reference 


“ FENELLA,” BODMIN. 
Oct. roth, 
M. S. Beale, Esq. 
DEAR SIR, 
In reply to your letter of the gth inst., Benjamin 
Loam was certainly with me for four years as chauffeur- 
gardener, and that fact must be a recommendation in 
itself. He is sober and thoroughly ynderstands motor- 
cars, but I had repeatedly to complain of what I considered 
reckless driving, while as a gardener he was neither expert 
nor industrious. However, as I put up with him for four 
years, you may take it that his good points outweigh his 
bad ones. If you keep a strict hand on him from the 
beginning, he may do very much better in a new place. 
Yours faithfully, 
W. JAMES. 


96. Refusing a Reference 


“ FENELLA,” BODMIN. 
Oct. toth. 
M.S. Beale, Esq. 
DEAR SIR, 

Certainly Loam was employed by me as a 
chauffeur-gardener, but at the end of six wecks I summarily 
dismissed him. Perhaps the best answer I can give to 
your letter is to say that I am amazed he should have 
given you my name as a reference. 

Yours truly, 
W. JAMES. 


BUSINESS 
(4) LANDLORD AND TENANT, HOUSE PROPERTY 


97. To a Landlord, asking for Repairs to be done 


“ THE NOOK,” WORCESTER. 
Feb, 19th. 
DEAR SIR, 

{ should lke to call your attention to the state 
of the decorations in this house, and hope you will now see 
your way to having it thoroughly done up, We have 
been here now four years, during which time nothing has 
been done to the place, and it is not reasonable to expect 
us to wait any longer. 

In the first place the repairs needed to the roof are now 
urgent. The rain comes through in three places, and is 
not only a great inconvenience to us, but is damaging your 
property. 

All the rooms require whitewashing and re-papering, and 
all except the bedrooms need re-painting. The outside 
of the house also is in a bad condition. 

I shal] be obliged if you will give the matter your immedi- 
ate attention, as we should like to get the house cleaned 
up before the fine weather comes. 

Yours faithfully, 
YT. SMITH. 


98. From Landlord, in Reply 


86 HorngeY AVENUE, N.g. 
Feb, 2tst. 
DEAR SIR, 
I have received your letter of the roth, and have 
given instructions for my builder to inspect your roof and 
let me know what repairs are necessary. 
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In regard to the decorations, I cannot do anything this 
year. The house was thoroughly and expensively done 
up inside and out when you entered upon your tenancy, 
and I do not think it reasonable to expect me to do anything 
more till your agreement expires next year. 


Yours truly, 
A. B. SELLER. 


99. From Tenant, in Reply 


“Tur Noox,’’ WORCESTER. 
Feb. 23rd. 
DEAR SIR, 

Your letter of the 21st received. I note you are 
going to repair the roof, but I am amazed at your refusal 
to do anything in the way of decorations. Your idea that 
such work as whitewashing ceilings should be done only 
once in five years is ludicrous. The place is filthy, and I 
would remind you that our agreement stipulates that you 
shall keep the house in habitable repair. 

I am told that the rent is not payable in full if reasonable 
repairs have not been done, and I am taking further advice 
upon the matter. 

Yours faithfully, 
T,. SMITH. 


100, To a Landlord, asking for Time to pay Rent 


14 STEEL STREET, PECKHAM, 5.E.15. 
jan. 21st. 
DEAR SIR, 

Owing to most unexpected circumstances, of 
which you may have heard, I regret that just at present 
I am unable to pay my rent for the past half year. My 
embarrassment is only temporary, and, as up to now 
payment has always been punctually made, I hope you will 
see your way to letting it stand over for a time. 

Yours faithfully, 
ADAM JONES, 
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ro1. From a Landlord in Reply, granting Time 
LANSDOWNE PLACE, W.T1. 
jan, 23rd. 
SIR, 

As you assume, I have heard reports of your 
embarrassments, and I think you have known me long 
enough to be sure that I am not likely to be unreasonable 
to a tenant who has always been punctual in his payments. 
When you can conveniently pay the last half year’s rent, 
do so, and you may be assured that I shall not press you 
for it for a few months. Trusting that your difficulties 
will soon be satisfactorily arranged, 

I remain, Yours faithfully, 


JOHN SAVAGE. 


102. From a Landlord in Reply, refusing Time 
LANSDOWNE PLACE, W.T. 
jan, 23rd, 
SIR, 

I regret to hear of the difficulties of which you tell 
me in your letter of the 2rst inst. Were it in my power 
to grant you time to pay the rent now overdue, I would 
most willingly do so; but I have heavy and serious calls 
upon me at this moment, and must therefore request you 
to forward me the amount by return of post. 

I remain, Sir, Yours obediently, 


JOHN SAVAGE. 


103. To a Landlord, seeking to cancel Lease 


“PARK VIEW,’’ SUTTON. 
Aug. 18th. 
DEAR SIR, 
Business makes it ucucssary for me to leave 
Sutton at once, and it would be a convenience to me if 
you would consent to relieve me of the remainder of my 
lease. It has sixteen months to run, but I am willing to 
surrender it immediately, leave the house in thorough 
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repair, as required by the agreement, and make you a cash 
payment for disturbance of lease. I suggest {20. 
I shall be glad to hear from you at your earliest con- 
venience. 
Yours faithfully, 
P. W. Pace. 


104, From a Landlord, in Reply 


48 MITRE Roan, $.W.1. 
Aug. 20th. 
Dear Mr. Pace, 

I am very sorry to hear I am going to lose you 
as a tenant, and in the circumstances of course will not 
offer any obstacle to your surrendering the lease. I am 
afraid, however, I cannot regard {20 as adequate com- 
pensation for breaking the lease. Houses of the size and 
rental of ‘‘ Park View ”’ are not easily let, and in any case 
there are the agents’ fees and other expenses. If you 
will pay me {50 and undertake to leave the house in thorough 
repair, I am prepared to cancel your lease at once. 

Trusting this will meet with your approval, 
I remain, Yours truly, 
H. Morris, 


105. Complaining to a Neighbour of a Nuisance 


284 TaBAC AVENUE, STREATHAM, S.W.16. 

June 25th. 
Dear Mr. Brown, 

I hope you will not think this letter ts written in 
an unneighbourly spirit, but I want to call your attention 
to the very great nuisance the constant barking of your 
dog is to us. I know you do not realize it, and trust you 
will be able to take some steps to mitigate it. 9 

Especially do we nagice his barking when he is let ut 
in the morning—he invariably wakes both my wifesand 
myself—and again in the afternoon, when my wale 1s 
resting, and in the evening when our young childrenshould 
be sleeping. Yesterday evening he was barking¥almost 
incessantly for an hour under our windows. ™ 
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I know you won’t take offence at my writing, and my 
wife and I will be very much obliged to you if you can 
lessen the noise a little. 

With kind regards, believe me, 

Yours sincerely, 
TuHos. HAILEY. 


106. Neighbour’s Reply 

282 Tasac “AVENUE, STREATIAM, S.W.16, 

june 26th. 
DEAR Mr. HAILey, 

I am awfully sorry you and your wife should have 
been annoyed by our dog. As you say, I had not realized 
it, or I would certainly have stopped it. The dog is young 
and high-spirited, but I will see that he is kept away from 
the front of the house as much as possible, and f think 
that will stop the annoyance to a large extent. It is his 
habit of barking at passers-by that causes the trouble, 

So far from being offended, I am very much obliged to 
you for bringing the matter to my notice. 
Yours sincerely, 
H. Brown. 


107. To Inspector of Nuisances 
48 FIFE Roap, BALHAM, S.W.12. 
jitly Ist. 
The Insbector of Nutsances, 
Wandsworth Borough Council. 
DEAR SIR, 

I beg to call your attention to the dense biack 
smoke emitted by the chimneys at the factory of Messrs. 
———, of , and the very strong and nauseating smell 
that often accompanies it. When the wind brings it m 
this direction, these houses are barely habitable, and it 
seems to me it must be a direct menace to public health. 

I have made frequent complaints to Messrs. , but 
with no result, and I shall be glad to know if you can take 
action in the matter. 








Yours faithfully, 
V. JONES. 
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108. Appealing against Assessment for Poor Rate 


g THE CRESCENT, RicHMOND, 
. Nov. 14th. 
The Clerk of the Assessment Committee, 
Richmond Borough Council. 
SIR, 
I beg to gtve notice that I wish to appeal against 
the assessment of this house for the Poor Rate. 

The net assessment is £38, but the ‘annual value is only 
£40, and with the usual reduction of 15% for repairs the 
appropriate assessment would be £34. This is the figure 
at which similar properties in this district are assessed. 

I trust your Committee will be able to give the matter 
favourable consideration. If necessary, I can attend their 
next meeting personally. 

I beg to remain, 
Yours obediently, 
L, T. STEVENS. 


109. Appealing against Assessment for Income Tax 
g THE CRESCENT, RICHMOND. 
jan, 14th, 
H.M. Inspector of Taxes. 


SIR, 
I wish to appeal against the assessment of this 


house at {42 for Income Tax purposes on the following 
grounds— 
(t} The Poor Law Assessment is now {34, and I think 
it is usual for the Income Tax Assessment to agree with this. 
(2} The annual value is {4o—the rent last paid for it, 
(3) The assessment is considerably higher than that of 
similar properties in the same road. 


Trusting you will be able to give the matter favourable 
consideration, 
I am, Sir, 
Yours obediently, 
L. T. STEVENS. 
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tro. To a House Agent, inquiring for Houses 


MAPLETHORPE. 
May ath. 

Messrs. White and Co., 

Church Street, Barnes, 

DEAR SIR, 

[ shall be obliged if you will let me have particulars 
of any houses to let you have on your books in the Barnes 
and Hammersmith districts. If you have none to let, 
please send me particulars of any houses you have for sale, 
if the purchase price does not exceed £1,000, 

The accommodation J want is three or four bedrooms, 
two living rooms, and the usual! domestic offices. Bath- 
room, hot and cold water, modern drainage, and electric 
lighting are essential. So also is a garden. 


Yours faithfully, 
C. I. NEWEY. 


rrr. To a House Agent, making an Offer for a 
House 


MAPLETHORPE. 
june 15th. 
Messrs. White and Co., 
Church Street, Barnes. 
DEAR SIR, 
I have now fully considered the question of buying 
“ Manley Lodge,” but still think the price asked—{1,200— 
exorbitant and indeed prohibitive. The installation of 
electric lighting and a hot water system, and redecorating 
throughout will cost me nearly £200, and in the circum- 
stances the best offer I can make is £850. 

If your client is willing to accept that figure, I shall 
be glad if you will let me know within fourteen days of 
to-day’s date. After that, the offer must be considered 
withdrawn. 

I may add the money will be paid in full on the transfer 
of the deeds. 

Yours faithfully, 
C. 1. NEwey. 


THE GENTLEMEN’S LETTER-WRITER 


11z, To a Landlady, inquiring for Holiday 
Apartments 
49 Hera Roap, Leytonstone, E.11. 
june and. 
DEAR MADAM, 

i shall be glad if you will let me know whether you 
have any apartments to Jet for the month of August. We 
should be a party of four—myself and my wife, my son of 
1g, and my daughter of 16, We should want a sitting-room, 
a double bed-room, and two single bedrooms, with attend- 
ance, and should be staying for four weeks from July 
agth. 

“pies quote inclusive terms and say how far you are 
from the station and the sea. 

I enclose stamped envelope, and an immediate answer 
will oblige. 
Yours truly, 

M. PALMER. 


[Forms of Receipt for Rent, Notices to Quit, and Tenancy 
Agreements will be found in the ‘‘ Commercial Forms” 
section at the end of the book.] 


BUSINESS 


(s) ORGANIZING CONCERTS, &c., AND SOLICITING 
SUPPORT FOR CHARITIES 


113. To an Artiste, asking him to sing at a Charity 
Concert 
“Matitow,” Hotty Roap, BouRNEMOUTH. 
Nov. 22nd. 
Dear Mr. SOLO, 

J am getting up a concert in aid of the local branch 
of the , which is very badly in need of funds just 
at present. It is an excellent institution, doing most 
valuable work, and I think it is a great pity it should be 
hampered by lack of money. 

I know you are interested in work of this nature, and 
therefore I venture to ask you, if your engagements permit, 
to come and sing for us. 

I have taken the Hall for June rzth. It holds 
z,000, and [ am hoping, if we can fill it, to raise several 
hundreds of pounds, 

Madame Lucy, Ben Troove, Signor Maretti, and the 
Fairy Quartette have promised to come, but above all 
I want you. All] the artistes, so far, are coming without fee. 
Please help us if you possibly can. 

Yours very sincerely, 








H, J. Kivsy. 
114. To a Friend, asking him to sell Tickets for a 
Concert 
“ Mattow,” Hotty Roav’ BouRNEMOUTH. 
Nov. 22nd. 


My DEAR WILTON, 
I am getting up a concert in aid of the Cottage 
Hospital, which is so short of funds that it is considering 
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closing one of its wards. It is an excellent institution, 
and I know its work has your deep sympathy. 

The concert will be at the -—— Hall on Jan. 12th, and 
I am enclosing herewith 12 tickets. May I count on your 
kind help in trying to dispose of them? I shall be more 
than pleased to let you have more if you need them. 

The concert promises to be a very enjoyable function, 
Madame Lucy, Mr. Solo, Signor Maretti and other well 
known artistes having promised to attend. 

Yours’ sincerely, 
H. J. Kirsy. 


11s. To a Friend, asking him to take Tickets for a 
Dinner, and subscribe 


THE Matt, ASHLEY. 


Dear Mr. SELBY, Feb. 3rd. 
I am taking the chair at the sixty-sixth annual 
dinner of the ——~ Benevolent Institution, and, as the 


charity is very badly in need of funds, I want to make my 
chairmanship notable by getting as large a list of donations 
as possible. 

May I have the honour of including your "name in my 
dinner list? I know that you have a vast number 
of calls upon you, but I know also you have a special 
interest in this institution, so I hope you will be able to let 
me have a subscription. I am heading the list with £250, 
and donations range from that down to five guincas. [ 
shall not be in the least offended if you beat my figure | 

T enclose two dinner tickets (price 25/- each} and need 
scarcely add that it would give me the greatest possible 
pleasure to have the support of yourself and your wife. 

Believe me to be, 
Yours most sincerely, 
S. BAINES. 


116. Solfciting a Donation 
4 Lower LANE, BEALE. 


Dear Hopces, Aug. 5th. 
{ have undertaken to make a collection to help 


with the fund for restoring the Parish Church. You will 
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see from the enclosed collecting card I have not been very 
successful so far, so be a pal and put your name down for 
something. It’s a worthy object. 
Yours ever, 
C. Dozss. 


117. Soliciting Votes in an Election for Pensions. 


88, MaLTHouSE Roapb, ASTON. 
Nov, 26th, 
DEAR SIR, 
Re Pensions Fund Election. 


I beg to call your attention to the claims of 
Edward Myatt who is a candidate for a pension in the 
forthcoming election of the Pensions Fund. You 
will see from the enclosed card that he is well recommended 
and is in every way deserving of support. He has been 
a subscriber for forty-eight years and is now incapacitated 
from working and entirely dependent upon a married 
son, who is not able to do very much for him. 

J am very anxious to secure his election, and I shall 
very gratefully receive any votes you are able to send 
me on his behalf. 








I am, Sir, 
Yours faithfully, 
S. T. WHITE. 


118. Soliciting Influence to place Child in Orphanage. 


88, MattHousE Roapb, ASTON. 
March ist. 
DEAR Mr. ALLEN, 

I am trying to get a boy of ten, who has just 
lost his father in very sad circumstances, into an Orphanage. 
His mother is able to earn a living in domestic service if 
she can find a home for the lad. Do you think you could 
use your influence to get him int6 the Orphanage? 
Believe me, it is in every way a suitable and deserving 
case, and the facts are well known to me. 

Yours sincerely, 
S. T. WHITE, 





FAMILY LETTERS 


119. Father to Son or Daughter at School 
HALIFAX. 
an. 17th. 
DEAR FRED, J : 

I was pleased to get your letter and to hear you 
are well and comfortable at school and having so much fun. 
[ like to know you are enjoying yourself, but I was just a 
wee bit disappointed that there was no mention in your 
letter of your work. J hope that is going on well too. 
Have all the fun you can by all means at the proper time 
and in the proper spirit, but also work hard. You know 
how important it is. You know all we expect of you and 
want you to do, and the sacrifice we are making in keeping 
you at school, and I know you wouldn’t like to disappoint 
us. So play hard and work hard, and make sure of leaving 
school with flying colours. 

We are all very well. Your mother is sending you some 
more things in a day or two and no doubt will be wniting. 
Don seems to miss you very much this term—he is so quiet. 
Write again soon, and next time don’t forget to tell me 
where you stand in your form, and how you are progressing 
with Virgil. 

With all our Jove to you, 

Dap. 


120, Father to Son, refusing to increase Allowance 
HALIFAX. 
jan. I5th. 
DEAR FRED, 
I cannot possibly increase your allowance, and 
I am pained that you should ask. You know I could not 
do so without denying myself and your mother certain 
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comforts, or being unjust to your brothers and sisters. 
I think your present allowance is quite adequate for all 
reasonable needs, and you must really keep your expendi- 
ture within it. If there is any special expense you have 
to incur just now, let me know, and I will see if I can help 
you—you know I will if I can—but I should not feel 
justified in making you a bigger allowance than at present. 
It is not necessary, and it would not be good for you. 

Now, dear boy, sit down and think it over seriously. 
I know you will seé your request is a selfish and unreason- 
able one, and ought not to be made. 

We all send our love. 

Your affectionate 
FATHER. 


1z1. Father to a Daughter unhappily married 
DORKING. 
May roth. 
My Dear Dora, 

I was very much upset by reading your letter, 
although it contained nothing that was new tome. I have 
seen for some time how unhappy you are, and it has 
grieved your mother and me very much, as you know. 
You ask me to write to Tom. JI have thought of doing this 
before, but have always doubted the wisdom of it, as inter- 
ference by third parties in matrimonial differences is always 
hable to be misunderstood. However, I will send a note 
to Tom, as you wish it—just a friendly inquiry whether I 
can help in any way. 

You write rather bitterly, and no doubt it is natural, 
but all the same bitterness is a mistake. You love Tom, 
don’t you? ‘You want to live happily with him. Then 
isn’t it worth while trying to win him back? First sink 
all feelings of pride and resentfulness and anger. Then set 
yourself to do all you can to please your husband. Do 
anything that you think will make him happy and com- 
fortable and will please him in any way. Don’t ask your- 
self first whether he deserves it, but do it. Never mind 
your proper pride and self-respect and all that. You have 
heard of heaping coals of fire on a person’s head, haven't 
you? Once you make Tom think of you and treat you 


THE GENTLEMEN’S LETTER-WRITER 


as he did at first by beng to him what you were at first, 
ali your unhappiness may vanish and your pride won't 
have to suffer, 
Hard? Yes, 1 know, dear. But isn’t it worth while ? 
Life is hard sometimes, 
Your loving 
FATHER. 


12zz. Father to a Son-in-law about the Treatment 
of his Wife °* 
DORKING. 

May roth. 

My Dear Tow, ae 
I hope you will not take offence at what IJ am going 
to say. I am not interfering—I am just a fond old man 
who wants to help two young people who are very dear 

to him and who appear to be getting into difficulties. 

I cannot fail to see that you and Dora are not se happy 
together as you were and ought to be. You seem to be 
drifting apart. 

What is the matter? Can I help in any way? It 
makes me very sad to sec you missing the perfect happiness 
your marriage promised to bring you. I know you are a 
good, sensible fellow, and I know you are very fond of Dora. 
Don’t you think if you sit down and ask yourself seriously— 
‘“ What is the matter?” it might prove helpful to you ? 

If I can do anything, don’t fail to write to me at once. 

Yours sincerely, 
FATHER. 


123. Son to Father, urging him to retire 
INDIA. 
March 28th, 
My Dear Dap, 

I was very pleased to get your last letter, but , 
somewhat disturbed-—not so much at what you said, but. 
at what I imagined lay*behind your words. I know yeu 
must often find the business very trying now. You are 
not a young man, and you are no longer strong enough 
for such an arduous task. Why not give it up?“ You 
have had your share of work, and I think it is qurte time 
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you took life more easily. Think of the happy time you 
and Mother might have in a nice little house somewhere 
in the country or by the seal I know what you will 
say—you cannot afford it. I have answered that before, 
and now I am going to insist that you let me have my 
way. When you have sold the business, you can invest 
the money you obtain for it to bring in a regular income, 
and I am going to make you an allowance of {200 a year. 
I can well afford it. I am doing extremely well here, and 
I want to do it. ‘Now don’t deny me the pleasure any 
longer. You know you would do as much for me—indeed 
have done in the past much more. 

Talk it over with Mother and let me know what you both 
think. I think I had better write to Mother too—she is 
not so obstinate as you. 

My fondest love to you both. 

Your loving son, 
DICK. 


124. Uncle to Nephew at School 


“ THE Nook,” BasINGSTOKE. 
March 14th, 
DEAR Frep, 

How do you find things at school just now? 
I heard from your father you have been distinguishing 
yourself in the sports. First in the mile, wasn’t it? 
Bravo | I hope you’re taking good care of the cup. I used 
to be able to run a mile in pretty good time myself once. 
I could beat your father, and when you come home for the 
holidays I’ve a good mind to get into training again and 
see if [I can’t beat you. What do you say? 

I hope the lessons are going well too. They’re not so 
interesting perhaps as the sports, but you'll find them 
useful later on. 

I enclose a small postal order which I have no doubt you 
will find a good use for. 

With love from your aunt and myself, 

Your affectionate uncle, 
J. H. MAYNE. 


COMMERCIAL FORMS 


Form of Cheque to “ Bearer.” 


Lonpon, Dee. 8h, Ig¢-—-. 
To the —— Bank, 
Chancery Lane Branch. 


Pay to ———__—___—___--____-_____—-—. or bearer 
One Hundred pounds. 
£100, T. Rogrnson. 


ee 


Form of Cheque to “ Order.” 


Lonpon, Dee. 8th, 19—. 
to the Bank, 
Chancery Lane Branch. 
Pay to —————___________—__-_—_- or order. 
One Hundred pounds. 
£100. T. Roprnson, 
This form will require, previous to payment, the endorse- 
ment of the party to whom it is made payable. 





Form of Cheque to “ Order’ and crossed. 











Porihe Bayt Lonpon, Dec. 8h, 19 
Chancery Laue Branch. 
Pay to mad or or¢ 
One Hundred pounds. 
f100/~/- ra T. ROBINSON 


This form will require, previous to payment, the endo 
ment of the party to whom it is made 
F 
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Form of an Ordinary Bill of Exchange. 


Lonpon, May is. 
{100. 


Three Month at@ pay to me or my order 
One Hundred pounggitof# v ceived. 
& aN T. RosBInson. . 


To Mr. HENRY ‘JoxEs, LIVERPOOL. 

To make this a negotiable document it has to be endorsed 
on the back by the drawer. 

This admits of the following change, according to cir- 
cumstances: instead of “three months after date,’’ it may 
Le “at sight,” or at such a time ‘after sight,’ or at such 
a specified time, or ‘on demand.” 


Form of a Promissory Note. 


£100. Lonpon, july Ist, I9g—. 
Three Months after date, I promise to pay 
to Mr. Henry Jones, or order, One Hundred pounds, 
for value received. T. RosBINson. 
Payable at The —-~— Bank,’ 
Chancery Lane Branch. 
To make this a negotiable document, it has to be endorsed 
by being signed across the back by the party to whom it is 
made payable. 


Form of a Foreign Bill of Exchange. 


£100. Paris, june isi, Ig—. 
Sixty days after sight of this First of Exchange 
(Second and Third unpaid) pay to the order of Messrs, 
Jones and Robinson, One Hundred pounds sterling, for 
value received: and charge to dcecount, with or without 
advice of WILLIAM SMITH. 
To Mr. Thomas Kelley, Manchester. 
Payable in London. 


COMMERCIAE FORMS 


The naming of the payee admits of the same variations as 
are exhibited in an ordinary Bill of Exchange. The time of 
payment may be, in like manner, variously expressed. 
The term “ usance ”’ is sometimes employed to express the 
period of running in foreign bills. It means a certain time 
fixed by custom as between any two places, and the period 
covered by a usance will therefore depend on the places 
of drawing and payment. 


Form of Ordinary Réceipt. 
LONDON, May 2nd, I9—. 
Received of Mr. John Frost, Twenty-nine pounds 


twelve shillings and sixpence. 
£29 12s. 64. C. CUTHBERT. 


N.B.—All receipts for sums of Two pounds and upwards 
require to have a stamp affixed to them, which stamp 
should be cancelled by being written across. 


Form of Receipt for Rent. 
Lonvpon, August 18th, 19. 
Received of A. Wigram, Esq., Fifteen pounds, being one 
quarter’s rent due on Midsummer Day last, for the premises 


occupied by him at No. 14, South Rupert Street, W.C. 
£15 os. od, T, PHILLIPS. 


Form of Tenancy Agreement for Short Period. 


MEMORANDUM OF AGREEMENT made this First day of 
January One thousand nine hundred and twenty-five 
BETWEEN JoHN SmitTH of 480 Philpot Place Brighton in 
the County of Sussex Esquire (hereinafter called “ the 
Landiord ") of the one part and TimMoTHY GEORGE 
Rosryson of 888 Manchester Street in the City of Liverpool 
Chemist (hereinafter called “the Tenant”) of the other 
part WHEREBY IT Is ABREED as follows : 

1.- The Lanprorp agrees to let and the TENANT agrees 
to take ALL THAT messuage tenement and premises situate 
and being Number 530 East End Lane Hendon in the 
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County of Middlesex for a term of THREE YEaRs from the 
25th day of December last at the yearly rent of £40 payable 
quarterly on the four usual quarter days for payment oi 
rent the first quarter’s rent to become due and payable 
on the 25th day of March 1g—. 

The TENANT agrees with the Lanprorp as follows: 

2. To pay the said yearly rent at the times and in 
manner aforesaid without any deduction or abatements 
whatsoever And also to pay all rates taxes and assessments 
payable in respect of the said premiscs (Landlord’s property 
tax only excepted.) 

3. To use and occupy the said premises as a private 
dwellinghouse only and during the tenancy to keep and 
maintain the said premises togethcr with all fixtures 
thereon or which may be added thereto in good and 
tenantable repair and condition and so deliver up the 
same at the expiration or sooner determination of the said 
term (damage by fire cxccpted)}. 

4. Not to underlet assign or part with possession of the 
said premises or any part thereof without the previous 
consent in writing of the Landlord {such consent not to be 
unreasonably refused or withheld in the case of a respectable 
or responsible person) or exhibit any bill or placard of any 
description on any part of the said premises or carry on 
therein any art trade manufacture or business whatsoever. 

5. Not to make or permit any erection whatever upon 
or alteration in the said premises or any part thereof or 
keep or expose any goods for sale in or upon the said 
premises or hold or permit any public sale or auction 
therein or thercupon without the written consent of the 
Landlord first had and obtained or do or suffer any act or 
thing which may be or become a nuisance damage or 
annoyance to the Landlord or his tenants or the owners 
lessces or occupiers of any of the neighbouring premises 
or which would invalidate the insurance of the said premises 
against damage by fire or increase the usual rate of premium. 

6. To allow the Landlord or any person duly authorised 
by hrm at reasonable times to enter the said premises to 
inspect the same and to make good all defects found and 
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which the Tenant is liable to make good within two calendar 
months after receiving notice in writing from the Landlord 
so to do. 

7. To permit the Landiord’s agent to affix a notice board 
on a conspicuous part of the said premises signifying the 
house to be let six weeks prior to the determination of the 
tenancy and to admit persons to view the same on any week 
day between the hours of ten and four during such period. 

8. That the Landlord shall have a reght of re-entry on 
non-payment of the rent or any part thercof for twenty-one 
days {whether legally demanded or not) or breach of any 
of the Tenant's agreements, 

g. The Landlord hereby agrees with the Tenant that he 
the Tenant duly paying the rent and performing the 
agreements hereinbefore contained may peaccfully hold 
the said premises during the period aforesaid without any 
disturbance by the Landlord or any person claiming under 
him. 

As Witness the hands of the parties the day and year 
first above written. 

Signed by the above-named 
Jotun SMITH in the presence JOHN SMITH. 
of 
ALBERT BLAKEY, 
2 Christopher Lane, 
Brighton, Sussex. 


Hotel Proprtetor. 
Signed by the above-named 
TIMOTHY GEORGE ROBINSON T. G. RopInson. 
in the presence of 

THomas P. JONES, 

r1b George Street, 
Liverpe™ 

Blacksmith, 

N.B.-—Referring to Clause 3, if instead of “ damage by 
fire excepted ” the words “ fair wear and tear and damage 
by fire excepted ” are used, the liability of the tenant for 
repairs is considerably reduced. 
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Provisional Agreement for Purchase of a Freehold House 
subject to approval of Terms of Contract by Solicitor. 


480 PuiItpoT PLace, 
BRIGHTON, 


8th December, 1Q—. 
To Mr. Joun SMITH. 
SIR, ¢ 
999 COLMAN LANE, WEYBRIDGE 
I AGREE to buy the above freehold premises with vacant 
possession at completion on the 25th day of March, 1g— 
for the sum of {1000 (One thousand pounds) subject to 
approval by my Solicitor of the title to the premises and 
subject to the terms of a formal contract to be approved 
by my Solicitor and signed by yourself and myself. 
Yours faithfully, 


T. ROBINSON. 


N.B.—This agreement would not be binding until a formal 
agreement was signed. 


Form of short Will. 


T Ropert Parwer, of 399 Graham Avenue, West Green, 
in the County of Middlesex, Engineer, HEREBY REVOKE 
all former Wills, Codicils and Testamentary instruments 
made by me and declare this to be my Jast Will. [ BEQuEATH 
the following legacies free of legacy duty: To my nephew 
THOMAS JONES ParKER the sum of One hundred pounds ; 
To my niece MARY ELIZABETH PARKER the sum of One 
hundred pounds ; To my gardener TimoTHy WALL if still in 
my employ at the time of my death and not under notice 
to Jeave whether given or received, the sum of Ten pounds. 
I DEVISE and BEQUEATH all the residue of my estate and 
effects whatsoever and wheresoevd. both real and personal 
to which I may be entitled or which I may have power to 
dispose of at my decease (except property by this my Will 
or any Codicil hereto disposed of) Unto my wife JESSIE 
MILDRED PARKER absojutely AND I APPOINT my said 
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wife sole executrix of this my Will. Ix Wrrness whereof 
I have hereunto set my hand this 1st day of June 1q—. 


Jigned by the above-named 
ROBERT PARKER as his last Will 
in the presence of us, both being 
present at the same time, who 
at his request in his presence ROBERT PARKER. 
and in the presence of each 
other, have hereunto subscribed 
our names as witnesses : 


T. Brine, 
254 Lane End, 
Hendon, 
Middlesex. 
Butcher. 


ANNIE SMITHERS, 
400 West Street, 
Brighton, 
Sussex, 
Widow. 
*N.B.—It should be seen that these provisions are 
strictly complied with. The witnesses should no? be persons 
who take any benefit under the Will. 


Form of Notice to Quit, from Landlord to Tenant. 
MaDamM, 

I hereby give you notice to quit and deliver up the 
house and appurtenances, situate at 17 Gloucester Road, 
in the parish of St. Peter’s, in the county of Middlesex, 
which you now hold of me, on 25th of December next. 

Dated 23rd of June, 19~. 
(Signed) Joun WriiiaM Everett (Landlord) 
To Miss PORTER. 


Form of Notice to Suit, from Tenant to Landlord. 


SIR, 
I hereby give you notice that on the 25th of December 


next I shall quit and deliver up possession of the house 
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and premises I now hold of you, situate at 17 Glow 
Road, in the parish of St. Peter’s, in the county of Middiesex. 
Dated this 23rd day of June, 19—. 


(Witness) M. PRYKE. SUSAN PORTER. 
fo Mr. EVERETT. 


Form of Transfer of Shares. 


I ALFRED JOHN JONES of 999 Fenchurch Street in the 
City of London Woollen Manufacturer in consideration of 
the sum of Four hundred and twenty pounds paid by 
JEREMIAH PARKER of 482 Coleman Street in the City of 
Tondon Furniture Dealer (hereinafter called “the said 
Transieree ’*} Do hereby bargain, sell, assign and transfer 
to the said Transfcree Four hundred Six per cent. Preference 
Shares of One pound each numbered go01 to goo both 
inclusive of and in the Undertaking called Bootblack 
Limited To Hop unto the said Transferee his Executors, 
Administrators and Assigns, subject to the several condi- 
tions on which I held the same immediately before the 
execution hereof And I the said Transferee do hereby 
agree to accept and take the said Preference Shares subject 
to the conditions aforesaid. 

As Witness our hands and seals this roth day of January 


I9—. 
Signed Sealed and Delivered 
by the above-named ALFRED ALFRED J}. JONES. 


JOHN JONES in the presence of 
SAMUEL SIMPSON, 
682 Bow Lane, E.C.2, 


Grocer. 


Signed Sealed and Delivered a 
by the above-named JEREMIAH JEREMIAH PARKER, SEAL 
PARKER in the presence .. ae, 
PERCY SMITH, 
784 Duncannon Street, 
Strand, W.C.2. 
Commercial Traveller. 


FORMS OF ADDRESS 
FOR PERSONS OF RANK, &c. 


1.—-/n Letters or Conversation, 
2.—The Direction of Envelopes. 
3.— Conclusion, 


The Royal Family 
THE Kinc— : 
I, Sir; or May it please your Majesty. 
2. To the King’s Most Excellent Majesty. 
3. I have the honour to remain, 
Your Majesty’s faithful subject and obedient servant. 
THE QuUEEN— 
1. Madam; May it please your Majesty. 
2. To the Queen’s Most Excelent Majesty. 
3. I have the honour to remain, 
Your Majesty’s most humble servant. 
OTHER MEMBERS OF THE Royat FaMILy— 
I. Sir, or Madam, 
2. To His Royal Ifighness the Prince of Wales: or 
To Her Highness the Duchess of Teck. 
3. I remain, Sir (or Madam}, 
Your Royal Highness’s most obedicnt servant. 


The Aristocracy 
A DuKE— 
1. My Lord Duke; or Your Grace. 
2, To His Grace the Duke of Bidcford. 
3. I have the honour to be, 
Your Grace’s most obedient servant, 
A DucHESs— 
xy. Madam. 
2. To Her Grace the Duchess of Downshire, 
3. As to a Duke. 
A Marourss— 
1. My Lord Marquess. 
2. To the Most Hon. the Marquess of Norwich. 
3. I am, My Lord Marquess, 
Your Lordship’s most obedient servant. 


FORMS OF ADDRESS , 


4 MaRCHIONESS— 
1. Madam. 
2. To the Most Hon, the Marchioness of Norwich, 
3. I am, Madam, 
Your Ladyship’s obedient servant. 
AN EARL— 
1. My Lord, 
2. To the Right Hon. the Earl of Merton. 
3. I am, My Lord, 
Your Lordship’s obedient servant. 
A CouNTESS— 
1. Madam. 
2. To the Right Hon. the Countess of Merton. 
3. As to a Marchioness. 
A ViISCOUNT— 
1. My Lord. 
z. To the Right Hon. the Viscount Lifford. 
3. As to an Earl, 
A VISCOUNTESS— 
1. Madam. 
2 to the Right Hon. the Viscountess Lifford, 
3. As to a Marchioness, 
A Baron— 
1. My Lord. 
2. To the Right Hon. Lord Pelvin. 
3. As to an Earl, 
A BaRONESS— 
1. Madam, 
2. To the Right Hon. Lady Pelvin, 
3. As to a Marchioness. 


The widow of a Nobleman is addressed in the same style, 
with the introduction of the word Dowager in the 


superscription of her letters— 


To the Right Hon. the Dowager Countess of Merton; or 


To the Right Hon. Lucy, Countess of Merton. 


The sons of Dukes and Marquesses and the eldest sons 
of Earls have by courtesy the titles of Lord and 
Right Honourable; and all the daughters have those 


of Lady and Right Honourahle— 
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rt, My Lord, or Madam. 
z. Lord John Watson, or Lady Jane Moore, 
3. Iam, My Lord (or Madam), 
Your Lordship’s (or Ladyship’s) obediem 
servant. 
The wives of sons of Dukes, &c.— 
1. Madam. 
2. Lady John Watson, 
3. I am, Madam, 
Your Ladyship’s obedient servant. 


The younger sons of Earls, and the sons and daughters of 
Viscounts and Barons are styled Honourable— 
I. Sir (or Madam), or Dear Sir (or Madam}, 
2. To the Hon. John Hammond, or 
To the Hon. Mary Hammond. 
3. Iam, Sir (or Madam}, 
Your obedient servant. 
The wives of the above— 
1. Madam. 
2. To the Hon. Mrs. Hammond. 
3. IT am, Madam, 
Your obedient servant. 
ISARONET— 
I. Sir, 
2. Sir George Lumsden, Bart. 
3. | am, Sir, 
Your obedient servant. 
BARONET'S WIFE— 
xr, Madam. 
2. Lady Lumsden. 
3. I remain, 
Your Ladyship’s obedient servant. 
KNIGHT— 
I, Sir, 
2. Si Henry Hal, 
3. As to a Baronet, 
KNIGHT'S WIFE— 
1, Madam. 
2. Lady Hall. 
3. As to a Baronet’s wife 
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Officers of State 


A MEMBER OF THE Privy CoUNCIL— 
i. Sir, or My Lord, Right Hon. Sir, or My Lord, as the 
case may require. 
2. To the Right Hon. (give name and title}, His Majesty’s 
Principal Secretary of State for Foreign Affairs. 
3. I have the honour to be, Sir (or My Lord), 
Your (Lordship’s) most obedient servant. 


Ambassadors and Governors 
. Sir, or My Lord, as the case may be. 
2. To his Excellency the French (or other) Ambassador. 
To his Excellency {give name and title), Lord Lieu- 
tenant of Ireland. 
3. As to an Officer of State. 


Judges 
THE Lorp CHANCELLOR— 
x. My Lord. 
2. To the Right Hon. the Lord High Chancellor. 
3. I have the honour to remain, 
Your Lordship's obedient servant. 
Tue Lorp CuHrer JusticeE— 
1. My Lord. 
2, To the Lord Chief Justice of England. 
3. As to Lord Chancellor. 
THE MASTER OF THE ROLLS— 
r. Sir. 
2. The Right Hon. the Master ot the Rolls. 
3. I have the honour to be, Sir, 
Your obedient servant. 
A Lorp Justice oF APPEAL— 
xr. My Lord, or Sir. 
z. To the Right Hon. Lord Justice Browne, 
3. As to Master of the Rolls. 
A jJuDGE oF THE Hicu CourT— 
I. Sir. 
2. The Hon. Sir James Scott, or 
The Hon. Mr. Justice Scott. 
3. As to Master of the Rolls. 


H 
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A County Court JupGE— 
I, Sir. 
2, His Honour Judge Smith. 
3. As to Master of the Rolls. 


Mayors and Corporation Officials 


The Lorp Mayor of London, York, and other cities, and 
the Lorp Provost of Edinburgh, during office— 
I. My Lord. 
z. To the Right Hon. (give name and title), Lord 
Mayor of London, or 
To the Right Hon. the Lord Mayor. 
3. As to the Lord Chancellor. 
The Lord Provost of every other town in Scotland is 
styled Honourable. 


The Mayors of all Corporations (excepting a few cities) 
and RECORDERS are addressed as Worshipful— 

1. oir: 

z. The Worshipful the Mayor of —~ 

3. I am, Sir, 

Your obedient servant. 
In London the Sheriffs, Aldermen and Recorder are addressed 
as Right Worshipful. 


ALDERMEN AND COUNCILLORS— 
1. Sir, or Dear sir. 
2. Alderman Smith. Councillor Jones. 
3. Yours faithfully. 


The Clergy 
A CaRDINAL— 
1. Your Eminence. 
2. To His Eminence, John, Cardinal Archbishop of ——. 
3. I have the honour to remain, 
Your Emincnce’s humble servant, 


AN ARCHBISHOP— 7 
1. My Lord Archbishop. 
2. To his Grace the Lord Archbishop of : 
3. I have the honour to be, My Lord Archbishop, 
Your Grace’s obedient servant. 
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A BisHop— 
1. My Lord. 
2, To the Right Rev. the Lord Bishop of Peterborough. 
3. As to Lord Chancellor. 
A DEAN— 
x. Very Reverend Sir. 
2, To the Very Rev. the Dean of Westminster. 
3. As to Master of the Rolls. 
An ARCHDEACON— 
I, Vencrable Sir. 
2. To the Ven. Archdeacon of Brighton; or 
To the Yen. Archdeacon Moss, 
A Canon— 
rt. Reverend Sir. 
2. The Rey. Canon White. 
THE REST OF THE CLERGY— 
zr. Sir: or Reverend Sir. 
2. To the Rev. Dr. Campbell; or The Rev. J. Jones. 
The wife of a clergyman never takes any other title than 
“Mrs.” 
Doctors, Army Officers, &c. 
1. Sir, or Dear Sir. 
z. Dr. Bowen, M.D., M.R.C.P. (according to qualifica- 
tions). 
Admiral Stock, 
Captain Smith, R.N. (if naval). 
Professor Cox, M.A., B.Sc. (according to degrees). 
A Maip oF Honour— 
1. Madam. 
z. The Hon. Mary Thyme. 


Note,—The above forms are correct for all official and 
business letters and letters from strangers, In social 
Ietters from friends more intimate forms are used— 
‘My dear Duke, or Bishop, or Colonel’; or “ My dear 
Bideford.’’ In the same way the conclusion would be such 
as is used from one fricnd to another—* Yours sincerely,” 
or ‘' Yours faithfully,” and the envelope would be addressed 
simply, ‘ The Duke of Bideford.” 


ABBREVIATIONS IN COMMON 
USE 


At.~-Indicates a ship in the first 
class at Lioyd’s. 
Ad lib.—At pleasure. 
A.D.-—In the Year of our Lord. 
A.D.C.—-Aide-de-camp, 
A.F.C.—Air Force Cross. 
A.F.M.—<Air Force Mcdal. 
A.M.—Before mid-day, or Albert 
Medal. 
A.R.A.—Associate of the 
Academy 
B.A.—Bachelor of Arts. 
Bart. or Bt.--Baronet. 
B.C.-—-Before Christ. 
B.C.L.—Bachelor ef Civil Law. 
B.D.—Bachelor of Divinity. 
B.Sc.-—-Bachelor of Science. 
C.A.—Chartered Accountant. 
C.B.—Companion of the Order of 
the Bath. 
€.B.E.— Commander of the Order 
of the British Empire. 
C.E.— Civil Engineer, 
C.G,M,—Conspicuous 
Medal. 
C.H,—Companion of Honour. 
C.I.—Imperial Order of the Crown 
of Indlia, 
C.1.E.--Companion, Indian Empire. 
C.M.G.—Companion of St. Michacl 
and St. George. 


Co.—Company. 

€.6.D-—Cash on delivery. 

C.j/R.—Company’s risk. 

Cr.—Credit or Creditor. 

C.5.C.—Conspicuous Service Cross. 

C.S.1—Companion of the Order of 
the Star of India. 

C.V.0.—Commander, Royal Vic- 
torian Order. 

Cwt—A hundredweight or 112 
pounds. 

D.—In Koman numerals, Se. 

D.B.E.—Dame Commander, Order 
of the British Empire. 

D,C.L.—Dostor of Civil Law. 

D.C.M.-—~Distinguished Conduct 
Medal. 


Royal 


Gallantry 


D.D.—Doctor of Divinity. 

D.F.C,-—-Distinguished Flying Cross 

D.F.M.—Disting'sh'd Flying Medal. 

Ditto or Do.—The same. 

Dr.— Doctgr or Debtor. 

D.Se.—Dortor of Science, 

D.S.C.—Distinguished Service 
Crass. 

D.5.M.—Distinguished Service 
Medal. 

D.S.0.—Distinguished 
Order. 

D.V.—God willing, 

e.g.—For example, 

etc.—-Et-cetera, 

F.G.5.—Fellow of the Geological 
Society. 

F.L.S.—Fellow of the Linnean 
Society. 

F.M.—Field Marshal. 

F.0.B,.—Free on board. 

F.0.R,—Free on rail. 

F.R.C.P.—-Fellow of the Royal 
College of Physicians. 


Service 


F.R.C.S.—Fellow of the Royal 
College of Surgeons. 
F.R.G.8.—Fellow of the Royal 


Geographical Society. 
F.R.S.—Fellow of the Royal Society, 
PwS.A.—Fellaw of the Society of 

Autiguarians, or the Society of 

Arts. 

F.S.5.—-Felow of the Statistical 

Society. 

G.B.E.—Knight or Dame Grand 

Cross, Order of the British 


Empire. 

G.C.B.—Knight Grand Cross of the 
Bath. 

G.C.1.E.—Knight Grand Comman- 
der, Indian Empire, 

G.C.M.G.—Knieht Grand Cross of 
St. Michael and St. George. 

G.C.$.L-—Knight Grand Cross of 
the Star of India. 

G.C.V.0.—Knight Grand Cross of 
the Royal Victorian Order. 

Gr.—Grains, or Gross. 


ABBREVIATIONS IN COMMON USE 


H.H.-—Ris or Her Highness, 
H.M.—His or Her Majesty. 
H.R.H.—Hisor Her Royal Highness 
H.S.H.—His or Her Serene Highness 
Hon.—Honourable. 
ibid.—In the same place. 
Id. or idemm—The same. 
i.e-—That is. 
1.H.S.—Jesus the Saviour of Men. 
(Hominum Salvator). 
I.N.R.I.—Jesus of Nazareth, Kin, 
of the Jews, 
Inst.—Instant, or this meanth. 
1,$.0.—Imperial Service Order. 
i.P.—Justice of the Peace. 
k.B.E.—Knight Commander, Order 
of the British Empire. 
K.C,—King’s Counsel, 
K.C.B.—Knight Commander of 
the Bath. 
K.C.I.E.— Knight 
Indian Empire. 
K.C.M.G.— Knight Commander of 
St. Michae! and St. George. 
K.C.S.I.—Knight Commander of 
the Star of India. 
K.C.V.0.—Knight Commander at 
Roval Victorian Order. 
K.G.—Knight of the Garter. 
K.P.— Knight of St. Patrick. 
K.T.—Knight of the Thistle. 
Kt.-—Knuight. 
L.—In Roman numerals, 50. 
£ or i—A Pound Sterling. 
Ib.—-A. Pound Weight. 
L.C.J.—Lord Chief Justice. 
Lim, or Ltd.—Limited. 
L.L.A.—Lady Literate in Aris 
LL,B.—-Bachelor of Laws. 
LL.D.—Doctor of Laws. 
L.R.C.P.—Licentiate of the Royal 
College of Physicians. 
M.—In Rotman numerals, 1000. 
M.A.—Master of Arts. 
M.B.—Bachelor of Medicine. 
M.B.E.-—-Member, Order of the 
British Empire. 
M.C.-—Military Cross. 
M.D.-—Doctor of Medicine. 
Mem.—Memorandum, 
M.M.—Military Medal. 
M.P.—Member of Parliament. 
M.R.C.P.—Member of the Royal 
College of Physicians. 
M.R.C.S.—Member of the 
College of Surgeons. 


Commander, 
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MS.—Manuscript. 

M.5.M.—Meritorious Service Medal. 

WwW V.0.—Member, Royal Victorian 
Order. 

Mus. Bac.—Bachelor of Music. 

Mus. D,—Doctor of Music. 

N.B.—Note or mark well. 

Nerm. con.—No use contradicting, 

N.S.—New Style; not sufficient 
(mom satys), 

Ob. or obit.— Died. 

0.B.E.—Gihcer, Order of the 
British Ernpire. 

O.M.—Order of Merit. 

G.P,.—Out of print. 

0./R.—Owner’s risk. 

0,S.—Old Style, out of stock, or 
Out s)ze. 

Oxon.— Oxford. 

Oz.—Ounce. 

P.C.—Frivy Councilor, 
Constable, or Post Card. 

Ph.D.—Doctor of Philosophy, 

P.M,—After mid-day (Post Meri- 


diem), 
P.O,—Postal Order or Post Office, 
P.p.c.— Pour prendre congd {to take 
leave). 
P.p. or per pro.—For and on behalfot 
Prox.-—Proximo, next month, 
P.S.——Postscript, or Police Sergeant, 
P.T.O.—Please turn over, 
Q.E.D.—-Which was to be done 
{Quod erat demonstrandum). 
QOy.— Query. 
R.A.— Royal Academician, or Royal 
Artillery, 
R.A.M,—Royal Academy of Music. 
R.E.—Royal Engineers. 
Rev.~—_Reverend. 
Kt.}1.A.—Royal Horse Artillery. 
RK.M.—Royal Marines, 
R.N.—Royal Navy. 
R.S.V.P.—RKéponder s’si vous plaié 
(Reply if you pleasc). 
Rt. Hon.—Right Honourable. 
§.—Saint. (San,) 
St.—Saint, or Street. 
Ult.—Ultimo (last month), 
U.S.A.—United States of America. 
V.— fn Roman numerals, 5. 
V.C.—Victoria Cross, 
Viz.—Namely. 
X,—In Roman numerals, 10, 
*Xmas.—Christmas. 
&c.—And 60 forth. 
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